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1 Request User Authorization (Internal KYTC / External KYTC)

Overview: This document is to serve as a User Guide for the Professional Services - Release 2 (PRS2)
application.

Please note that this document will continually be updated throughout the BETA testing period of this
application.

e All authenticated users must undergo a one-time authorization process to gain access to the PSR2
application.

e Internal KYTC user will request access to the PSR2 application using single sign-on with their Active
Directory (AD) credentials.

e External users will first need to create a Kentucky Online Gateway (KOG) account. The external user
will use their KOG credentials (email address and password) to request authorization to the
Professional Services application.

e Kentucky Online Gateway URL: https://kog.chfs.ky.gov/home

e Application Approval / Denial of PSR2 access is handled through a “Manage User” Exceptions List
role.

1.1 Request User Authorization to PSR2 (Internal KYTC)

Internal KYTC users (on the KYTC network) must request user authorization to access the PSR2
application, in order to perform day-to-day operations assigned to them. The Internal KYTC PSR2
application URL is: https://apps.intranet.kytc.ky.gov/professionalservices

Access User Permission to PSR2 (Internal KYTC):

e Aninternal KYTC user shall request access to PSR2 using their Active Directory (AD) account.
o Selection of the following link will prompt users to enter in their KYTC Active Directory (AD)
credentials: https://apps.intranet.kytc.ky.gov/professionalservices

&« C @ httpsy//testapps.kytc.ky.gov/ProfessionalServices/Authorization/RequestAuthorizationinstructions a« @0
- .
Professional Services
Home Profile Welcome CITLABYjasontesting2019! Manage Account Sign Out

Request Authorization Instructions

First time Internal and External Users: Please click on the link below and fill out the form so that your request for access to

Professional Services can be processed.
Request Information Page

e Upon selection of the “Request Information Page”, the user shall be required to select their:
o Organization Type

JASON LANDES (KYTC) 5
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o Organization Name
o Organization Role
o Phone Number

Home Profile Welcome KYTCUonathan.Alexander! Manage Account Sign Out

Organization Type: First Name: Last Name:
Consultants . Jonathan Alexander

Organization Name: User Name: Email:
Select Name. . KYTC\onathan.Alexander Jonathan Alexander@ky.gov

Organization Role:

Please Select a Name

Phone Number: Ext:

State:

Kentucky

A

User Profile Information

Organization Type: First Name: Last Name:
Central Office v Jason Landes
Select Org Type
Coreuttants User Name: Email:
Districts K¥TC\jason.landes jason.landes@ky.gov

Organization Role:

Select M

Phone Number: Ext:

(812) 598-6700

State:

Kentucky M

o Selection of the “Central Office” Organization Type will display applicable “Organization Name”
options.

. _________________________________________________________________________________________________|
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Organization Type:

Central Office

Organization Name:

User Profile Information

First Name: Last Name:
v Jason Landes
User Name: Emiail:

Select A

Aviation

Construction
Environmental Analysis
Highway Design
Maintenance

Planning

Professional Services
Right of Way Utilities
State Highway Engineer’s Office
Structural Design
Traffic Operations

KYTC\jason.landes

jason.landes@ky.gov

Kentucky v

After selecting the “Organization Name”, the user will select their “Organization Role”:

o Project Manager

o Professional Services Admin

o ReadOnly

Organization Type:

Central Office

Organization Name:

Highway Design

Organization Role:

User Profile Information

First Mame: Last Name:
v Jason Landes
User Name: Email:
v KYTC\jason.landes jason.landes@ky.gov

Select

Select

Project Manager
Professional Services Admin
Read Only

State:

Kentucky .

Selection of the “Districts” Organization Type shall display the applicable “Organization Name”

options.

JASON LANDES (KYTC)



Organization Type:

Districts

Organization Name:

Professional Services Application (Release 2) — User Guide

User Profile Information

First Name: Last Name:

v Jason Landes

User Name: Email:

Select v KYTC\jason.landes jason.landes@ky.gov

Select

01
02
03
04
06
07

08
09
10
11

12
RENTUCKy v

o After selecting the “Organization Name”, the user will select their “Organization Role”:
o Project Manager
o Branch Manager

User Profile Information

Organization Type: First Name: Last Name:
Districts M Jason Landes
Organization Name: User Name: Email:
05 v KYTC\jaso|
Organization Role:
Select M
Select
Project Manager
Branch Manager
State:
Kentucky r

N
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= a v @ :

&€ - C @ ntpsy/ kytc.ky.g vic q
Professional Services
Welcome CITLAB\jasontesting20192!  Manage Account Sign Out

Home Profile

Request Authorization Instructions
Your User Authorization Request is Pending. You will receive an Email notification when you have been approved or denied.

Request Information Page

An internal KYTC requestor shall receive an email notification of their authorization request status

(Approved / Denied).
o A Professional Services Admin with Manage Users Exception List permissions will be

responsible for approval / denial of Internal KYTC user authorization requests.

Professional Services - Access Approved

Yesterday at 8:15 AM
From no-reply@ky.gov >

Your request for access to the Professional Services Application has been approved.

An internal KYTC user than has been granted access to the PSR2 app shall be able to log into the
application: https://apps.intranet.kytc.ky.gov/professionalservices

JASON LANDES (KYTC)
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Upon approval of their User Access request to the
Professional Services Application, the Internal
- => C & https://testapps.kytc.ky.gov/ProfessionalServices/Dashboard/Dashbo KYTC user shall be able to access the Dashboard a ¥ ° H

Professional Services screen to view contracts and their permissioned -
widgets.

CUNLENg! Manage Account Sign Out

Home Profile

L el concseacn |

Statewide

Contracts
Contract Type: Status:
Project Specific Contracts. v Open v
Show 10 ¥ entries Search:
Agresmant # tem # Desoiption Route County PONZ eMars EndDa | Comsuhare/Fir Project Mana;
Agre:mem 1, lem# Description Route County PON2 E::;:e ‘Consultant/Firm Project Manager

PERFORM DITCHING, SLOPE PROTECTION, MILLING, AND ASPHALT PAVINGON  016-KY-0369
. a0 BUTLER KYTCUEREMY.EDGEWORTH [

e THE RUTIER COLINTY APPROACH TO) THE

1.2 Request User Authorization to PSR2 (External KYTC)

External KYTC users must request user authorization to access the PSR2 application, in order to perform
day-to-day operations assigned to them. Each external user needing to access the PSR2 application will
need to follow the below steps. The external (non-KYTC user) PSR2 application URL is:
https://apps.transportation.ky.gov/professionalservices

Access User Permission to PSR2 (External KYTC):

e Prior to accessing the PSR2 application (https://apps.transportation.ky.gov/professionalservices),
external (non-KYTC) users will be required to have a Kentucky Online Gateway (KOG) profile.

e An external KYTC user can access the PSR2 application through the Kentucky Online Gateway (KOG)
(https://kog.chfs.ky.gov/home).

e An external KYTC user, without a KOG profile will NOT be able to access the PSR2 application.

JASON LANDES (KYTC) 10
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€ > C @ hups/ssointemalehfsky.gov/ad

Welcome to the Kentucky Online Gateway
lama

® Citizen or Business Partner
© Stare Employees and Contractors logging in with Email Address or Username

© State Employees and Contractars logging in with KHRIS 1D

€ 5 C @ hips//kogchiskygov/public/requestaccount/

Please complete your Kentucky Online Gateway Profile

© 1f you already have an existing Kentucky Online Gateway (KOG) Account, please click hers to reset your password OR dlick on ow t log Inta your account

Please fill out the form below and click sign Up when finished
All figlds with * are required.

* First Name Middle Name * Last Name.

* E-Mail Address * Verify E-Mail Address

* password * verify Passward

Mobile Phone Language Preference
Englsh

Street Address 1 Street Address 2

city State
Kentucky
Question * Angwer
In what city were you born? (Enter full name of city only)
Question
"What was the name of your first per?

JASON LANDES (KYTC) 11



* Upon successful entry of your Kentucky Online Gateway
(KOG) profile, you will see messaging indicating that your
pending account requires email verification.

¢ You will need to access the email account that you used
when filling out your KOG profile request.

* Note: You may need to check your email account
spam or junk folders.

’s

<« C @ https//kog.chisky.gov/public o

?\ :‘) KY p ‘ @ English ~
MyKentucky.gov

Please complete your Kentucky Online Gateway Profile

© Your account has been requested and is pending emall verification. Please check your emalil and click on the link provided to'verify your account. If you do not see
the verification email in your inbox, please check your spam or junk folder

You have 4 HOURS to complete the process

1Eno email was received click here.

It you have already verified your account by clicking the link provided in the email, please click on Sign in button to continue. JESTSUEI

e An external KYTC requestor shall receive an email notification of their authorization request status
(Approved / Denied).
o Consultant — System Admin users, with “Manage Users” Exception List permissions will be
responsible for approval / denial of their firm’s authorization requests.

The body of the “KOG Account Verification” email shall

contain a link that will need to be clicked on to

complete the verification of your KOG account.
Account Verification nboxx

KOG_DoNotReply <kK0G_DoNotReply@ky.gov> 08:58 (2 minutes ago) Y -
tome «

Jason M Landes (jasontesting2019@gmail com),

This email is to help you complete the last step of account set-up

Your Citizen account username is: jasontesting2019@gmail.com
Click on the below link now, to activate your account

https://kog.chfs ky.gov/public/fwlink/?linkid=f175655e-f8ef-4550-b3f5-a8142391609c

Click here for Help Desk contact information
Kentucky Online Gateway

NOQTE: Do not reply to this email. This email account is only used to send messages.

Privacy Notice: This email message is only for the person it was addressed to. It may contain restricted and private information. You are forbidden to use, tell, show,
or send this information without permission. If you are not the person who was supposed to get this message, please destroy all copies

. _________________________________________________________________________________________________|
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« Selection of the “KOG Account Verification” email
link shall navigate you to the KOG “Validate New
Account” screen. i

C @ htips//kog.chfsky.gov/pe

MYKY From here, you may register your Mobile Phone
Moty Number for easy username and password retrieval
or simply select the “Skip and Continue” option.

Validate New Account

© Providing your mobile number will allow for easy retrieval of username and password. It will also allow partici plications to send critical communications
about your account

Register Your Mobile Number

Enter Mobile
(812) 598-6700
Phone Send Passcode
Skip and Continu

Disclaimer :
« Standard Text Messaging and Data rates may apply. If you do not have an active plan with your cellular service
provider, please click Skip and Continue
« The Kentucky Online Gateway will never provide your information to outside entities or sell it to marketing
organizations

An external KYTC user than has been granted access to the PSR2 app shall be able to log into the
application using their KOG account credentials.

<« C @ hitps//ssoextemal.chfs.ky.go

* Selection of the “Continue to Sign in” option shall
navigate you to the KOG “Sign in” screen.
* You will be prompted to enter in your KOG account

¥
MyKentucky gov

° . .
Attention Citizens and susiness par_Credentials (Email Address and Password).
As of March 30, 2019, logging into the Kentucky Online ca!ewar with your username/password is no lonyci suppuiicu. 1o SOT ST UL SN aGUrC s
and password. If you have previously created an account, simply login with the emaﬁ’addvpf it

& Citizen (or) Business Partner Sign In IRARMING

This website Is the property of the Commonwealth of
Kentucky. This is to notify you that you are only authorized to
use this site, or any Information accessed through this site, for
its intended purpose. Unauthorized access or disclosure of
personal and confidential information may be punishable by
A Email Address fines under state and federal law. Unauthorized access to this
website or access in excess of your authorization may also be
criminally punishable. The Commonwealth of Kentucky follows
applicable federal and state guidelines to protect the
information from misuse or unauthorized access.

Sign in with your Kentucky Online Gateway Account.

Jasontesting2019@gmall.com

@ Password Forgot/Reset Password?

Don't already have a Kentucky Online Gateway Citizen Account?

Resend Account Verification Email
Create An Account

Click here to select user account type

Upon successful entry of the user’s KOG account credentials, the will be navigated to the PSR2
application to complete their user authorization request.

JASON LANDES (KYTC) 13



Professional Services

3l Manage Account Sign Out

Request Authorization Instructions

First time Internal and External Users: Please click on the link below and fill out the form so that your request for access to Professional Services can be processed.

* Upon successful entry of your KOG account credentials, you will
then be navigated to the Professional Services application to
complete your user authorization request.

* You will now need to enter in your “User Profile Information” that
will identify the type of user access you will have within the
application.

» Select the “Request Information Page” option.

Consultant firms will have three basic roles in the PSR2 application:
o System Admin
o Project Manager
o Read Only
= Note: Professional Services will initially approve one System Admin for each
Consultant Firm. The System Admin role will be responsible for “Organization Role”
approvals for their firm. These roles can be changed at any time by the firm’s
System Admin or by Professional Services.
Upon selection of the “Request Information Page”, the user shall be required to select their user
role information. select their:
o Organization Type
o Organization Name (Name of your firm)
o Organization Role
= QOrganization Role shall dictate your permissions within the application:
e System Admin role can:
o View / approve user authorization requests for their firm.
Provide e-Signatures for contract / modification documents.
View contracts assigned to their firm.
View and enter values within Estimates assigned to their firm.
Request contract modifications assigned to their firm.
o View / upload contract / mod documents assigned to their firm.
e Project Manager
o View contracts assigned to their firm.
o View and enter values within Estimates assigned to their firm.
o Request contract modifications assigned to their firm.
o View / upload contract / mod documents assigned to their firm.
e Read Only
o View contracts assigned to their firm.

O
O
O
O
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o View Estimates assigned to their firm.
o View contract modifications assigned to their firm.
o View contract / mod documents assigned to their firm.
Phone Number
Job Title
Address 1 / Address 2
City / State / Zip

0O O O O

Home Profile ‘Welcome CITLAR\jasontesting20192! Manage Account Sign Out

Organization Typa:

Central Office v

Organization Name:

Construction ¥

Organization Role:

Project Manager v
Ehone Number: Ext:
State:

Kentucky v

B save

oth of Kentucky. All fights resenved

1
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User Profile Information

Organization Type:

Consultants v

Select Org Type

Central Office
Districts

Organization Role: Job Title

Select v

Phone Mumber: Ext:

(812) 598-6700

Address 1 Address 2

City State: Zip

Indiana ¥

User Profile Information

Organization Type: First Name;

Consultants v

Organization Name:

[ m l

NORTHROP GRUMMAN SYSTEMS CORPORATION

TUNMEL MANAGEMENT INC Job Title
TUNMEL MANAGEMENT INC
BACON FARMER WORKMAN ENGINEERING & TESTING, INC.

HRY CONFORMANCE VERIFICATION

(812) 598-6700
Address 1 Address 2
City State: Zip

Indiana v

. _________________________________________________________________________________________________|
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Professional Services A

User Profile Information

Qrganization Type: First Name:
Consultants v Jason
Organization Name: User Name:
BACON FARMER WORKMAN ENGINEERING & TESTING, INC. KYTC\jason.landes

Organization Role: Job Title

Select .

Select

System Admin
Project Manager
Read Only

Address 1

city State: zip

Indiana v

e Upon successful entry of the User Profile Information, the user will be redirected to the
“Request Authorization Instructions” screen indicating that their Authorization Request is

pending.
€ > C anmp kytek i q a v @ :
Professional Services

Home Profile Welcome CITLAB\jasontesting201921 Manage Account  Sign Out

Request Authorization Instructions

Your User Authorization Request is Pending. You will receive an Email notification when you have been approved or denied.

Request Information Page

e Once the user’s Authorization Request has been approved, they shall receive an email
notification.
o If denied access, the user shall also receive an email.

N
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Professional Services - Access Approved

Yesterday at 8:15 AM
From no-reply@ky.gov »

Your request for access to the Professional Services Application has been approved.

e Upon approval, the external user (non-KYTC) shall be able to access the PSR2 application using
their KOG credentials.

€ > C @ 0 d Jey gov. 2038-411b-952-thx c1=2019-04-08T13%3a55% 325624 /kog.chfs.ky . o A

MyKentuck

e
As of March 30, 2019, logging into the Kentuc ‘your emall address
and password. If y

& Citizen (or) Business Partner Sign In bl

This website is the property of the Commonwealth of
Kentucky. This is to notify you that you are only authorized to
Sign in with your Kentucky Online Gateway Account. use this site, or any (nformation accessed through this site, for
its Intended purpose. Unauthorized access or disclosure of
personal and ¢ f tion may be h
4 Email Address fines under state and federal law. Unauthorized access to this
website or access In excess of your authorization may also be
Reontsnzo1peunt o criminally punishable. The Commonwealth of Kentucky follows
applicable federal and state guidelines to protect the
Information from misuse or unauthorized access

® Password Forgot/Reset Password?

Don't already have a Kentucky Online Gateway Citizen Account?

Resend Account Verification Email
Create An Account

Click here to select user account type

1
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* Upon successful entry of your KOG
credentials, you will be navigated to the
Professional Services’ “Dashboard” screen.
* Note: Your Dashboard view and access to
certain application widgets will be based on Q@ :
your user role and permissions.

[&] @ httpsy//testapps.kytc.ky.gov/ProfessionalServices/Dashboard/Dashboard

Professional Services

Home Profle Welcome CITLAB\jason

019! Manzage Account Sign Out

BT T

Statewide

Contract Type: Status:

Project Spexific Contracts v Open ¥

Show| 10 v entries Search:
Agresmant # s # Sescripticn Route Courty poN2 Mars EndDa || ConsulanFir Prejuct Mana;

Hem # Description Route County PON2 Consultant/Firm Project Manager

PERFORM DITCHING, SLOPE PROTECTION, MILLING, AND ASPHALT PAVING ON  016-KY-0369 N
s THF RUTILER COUNTY APPROACH TOLTHE e BUTLER KYTCUEREMY. EDGEWORTH &

2 Dashboard

The PSR2 application Dashboard displays user role based widgets. Each widget performs specific
functionality to handle day-to-day processes. If a user does NOT have permissions to use a particular
widget, then they shall NOT be able to access that widget. For example, a Consultant role shall NOT be
able to access the Bulletin widget, etc.

Based on the individual user’s PSR2 role and permissions, the Dashboard screen may display a
combination of the following widgets:

e Admin — Manage Users

e Admin — Manage Exceptions

e Admin —Manage Selection Committee Pools
e Admin- Manage Type Tables

e Bulletin

e Consultant Management widget
e Contract Search

e Create Contract

e Project Specific Contracts Grid

e Statewide Services

e Statewide Contracts Grid

e User Requests

]
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2.1 Dashboard — Create Contract (Project Specific) Widget
An authenticated user can select the “Create Contract” widget from the Dashboard screen to navigate
to the Create Contract screen.

Create Contract (Project Specific) Widget

e A Professional Services Admin (PSA) and Project Manager (District) can select the “Create
Contract” widget from the Dashboard screen to navigate to the Create Contract screen.

2.2 Dashboard — User Requests Widget
An authenticated user can select the “User Requests” widget from the Dashboard screen to navigate to
the User Authorization screen.

User Requests Widget (Manage Users Exceptions List):

e A user with “Manage Users” Exceptions List permissions can select the “User Requests” widget
from the Dashboard screen to navigate to the “User Authorization” screen.

2.3 Dashboard — Admin Widget
An authenticated user with “Manage Users” Exceptions List permissions can view the Admin Widget
from the Dashboard screen.

2.3.1 Dashboard — Admin Widget — Manage Users

An authenticated user with “Manage Users” Exceptions List permissions can select the “Manage Users”
option under the “Admin” widget within the Dashboard screen to navigate to the “Manage Users”
screen.

Admin Widget — Manage Users (Manage Users Exceptions List):

e An authenticated user with Manage Users Exceptions List permissions can select the “Manage
Users” option under the “Admin” widget within the Dashboard screen to navigate to the
“Manage Users” screen.

2.3.2 Dashboard — Admin Widget — Manage Exceptions

An authenticated user with “Manage Users” Exceptions List permissions can select the “Manage Users”
option under the “Admin” widget within the Dashboard screen to navigate to the “Exception List
Assignment” screen.

. _________________________________________________________________________________________________|
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Admin Widget — Manage Exceptions (Manage Users Exceptions List):

e An authenticated user with “Manage Users” Exceptions List permissions can select the “Manage
Exceptions” option under the “Admin” widget within the Dashboard screen to navigate to the
“Exception List Assignment” screen.

2.4 Dashboard — Bulletin Widget

An authenticated user with “Bulletins” Exceptions List permissions can select the “Bulletin” option
within the Dashboard screen to navigate to the “Bulletins” screen.

Bulletin Widget (Bulletin Exceptions List):

e An authenticated user with “Bulletins” Exceptions List permissions can select the “Bulletins”
widget within the Dashboard screen to navigate to the “Bulletins” screen.

Bulletin

JASON LANDES (KYTC) 21



Bulletins

=+ Create Bulletin

Show 10 ¥ entries Search:

Bulletin ID Advertisement Date 1 Number of Projects Contracts Comments

2020-05 11/12/2019 0 0 Auto-Generated & Edit
2020-04 10/8/2019 0 0 Auto-Generated & Edit
2020-03 9/10/2019 0 0 Auto-Generated # Edit
2020-02 8/13/2019 0 0 Migrated

2020-01 7/9/2019 1 9 Migrated

2019-12 6/11/2019 1 5 Migrated

2019-11 5/14/2019 2 10 Migrated

2019-10 47972019 2 10 Migrated

2019-09 3/12/2019 2 5 Migrated

2019-08 2/12/2019 3 9 Migrated

Showing 1 to 10 of 272 entries Previous - 2 3 4 5 .. 28 Nex

2.5 Dashboard — Contract Search Widget
A Professional Services Admin (PSA), Project Manager (Central Office), Project Manager (District) can
select search for contracts to select one to view or edit.

The Contract Search widget is a smart list of contracts that will display all contracts that contain the text
entered in any of the following contract fields:

o Agreement Number
o Project Number
o PON2

Contract Search Widget:

e An authenticated user can search for contracts to select one to view or edit.

3 Admin Widget

The “Admin Widget” located on the Dashboard provides authenticated users the ability:

e Manage Users
e Manage Exceptions

]
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e Manage Type Tables
e Manage Selection Committee Pools

Manage Users
hanage Exceptions
“anage Typs Tables

Manage Selection Committee Pools

3.1 Admin Widget— Manage Users

The Manage Users Admin Widget allows authenticated users to edit user profiles and deactivate users.
Only users assigned to the “Manage Users” Exception List shall be able to access the Manage Users
option within the Admin Widget.

Manage Users
Manage Excaptions

Manage Typs Tables
Manags Selection Committee Pools

Manage Users Screen:

o Selection of the “Manage Users” option within the Admin Widget shall navigate the user to the
“Manage Users” screen.
o User shall see a “Manage User” grid that displays all of the PSR2 users.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

. _________________________________________________________________________________________________|
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Manage Users

Show | 10 ¥ entries Search:
Full Name T Date Added Org Type Org Name Org Role
Adrian Wells 12/19/2018 Central Office  Professional Services Project Manager & Edit Profile
Amanda Desmond ~ 7/18/2019 Districts 05 Branch Manager & Edit Profile
Amanda Desmond ~ 8/9/2019 Districts 05 Project Manager # Edit Profile
Amanda Spencer 771872019 Central Office Planning Project Manager & Edit Profile
Andre Johannes 7/18/2019 Central Office  Highway Design Project Manager # Edit Profile
Andrew Stewart T/18/2019 Districts 03 Branch Manager & Edit Profile
Andy Barber 7/18/2019 Central Office  State Highway Engineer's Office  Project Manager & Edit Profile
Aric Skaggs 771872019 Districts 10 Branch Manager & Edit Profile
Bart Asher T/18/2019 Central Office  Structural Design Project Manager & Edit Profile
Beth Niemann 7/18/2019 Central Office Planning Project Manager & Edit Profile

Showing 1 to 10 of 202 entries Previous n 23|45 .2 Next

Manage Users Screen — Edit Profile

e Selection of “Edit Profile” option shall navigate user to the “User Profile Information” screen to
make updates to the selected user profile record.
e User selection of “Save” option shall save updates to PSR2 application.

]
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User Profile Information

Organization Type: First Name: Last Name:
Central Office T Adrian Wells
Organization Name: User Mame: Email:
Professional Services v KYTC\Adrian.Wells Adrian.Wells@ky.gov

Organization Role:

Project Manager v
Phone Number: Ext:

(502) 564-4555 0
State:

Kentucky v

Manage Users Screen - Deactivate Users:

e User selection of “Deactivate” option shall display a dialog box — “Are you sure? — This will
deactivate this user!”
o User selection of “Yes” option shall deactivate user from PSR2 application.
= Deactivated users will be removed from all exception lists.
o User selection of “Cancel” shall NOT deactivate user.
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Are you sure?

This will Deactivate this User!

3.2 Admin Widget — Manage Exceptions

An Exception List provides users with special authorities or permissions for specific tasks within the PSR2
application. A user with “Manage Exceptions” Exceptions List permissions can add or remove other users
to one or many Exceptions Lists.

Only users assigned to the “Manage Users” Exception List shall be able to access the “Manage
Exceptions” option within the Admin Widget.

PSR2 Exception List areas include:

e Estimate Overrides
e Manage Users

e Bulletins

e Estimator

Exception List Assignment Screen:

e Selection of the “Manage Exceptions” option within the Admin widget shall navigate the user to the
“Exception List Assignment” screen.

1
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Mansge Use
Manage Type Tsbles
Manage Selaction Committee Pools

e Selection of the “Select Exception List” option within the “Exception List Assighnment” screen shall
display a list of available Exception List categories:
o View All (Displays all Exception List Assignment categories)
Estimate Overrides
Manage Users
Bulletins
Estimator

O O O O

Exception List Assignment

Select Exception List ¥

Select Exception List

Wiew All

Estimate Overrides
Manage Users
Bulletins

Estimator

e Selection of the “View All” option shall display all assigned Exception List users in all categories.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.
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Exception List Assignment

V-Iew A” '

Show | 10 ¥ | entries Search:

Full Name 1 Date Added Exception List

Andre Johannes 8/14/2019 Bulletins W Remove
David Gormley 8/9/2019 Manage Users il Remove
David Gormley 8/9/2019 Bulletins W Remove
Eric Beck 8/6/201% Manage Users @ Remove
Eric Pelfrey 8/9/2019 Manage Users W Remave
Eric Pelfray 8/9/2019 Bulletins W Remove
Gregory Groves 8/14/2019 Bulletins B Remove
Harinath Gangula 8/14/2019 Manage Users Wl Remove
Jason Landes 12/5/2018 Bulletins i Remove

Jasen Landes 12/17/2018 Estimate Overrides @ Remove

w

Showing 1 to 10 of 36 entries Previous 4 MNext

Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.

o Selection of the “Yes” option shall remove the user from that Exception List.

o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?

JASON LANDES (KYTC)



3.2.1 Exception List — Estimate Overrides
A user with “Estimate Overrides” Exceptions List permissions can update Agreed Units Estimate values
after approval as part of the “Agreed Units Approval” Estimates step.

Agreed Units values include:

e |tem

o Crew

e Unit Type
e Amount

Select “Estimate Overrides” Exception List Category:

e Selection of the “Estimate Overrides” option shall display all assigned users in that category.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

Exception List Assignment

Estimate Overrides A

Select Unassigned User Add
Show | 10 ¥ entries Search:
Full Name 1 Date Added Exception List
Jason Landes 12/17/2018 Estimate Overrides
Jonathan Burns 6/13/2019 Estimate Overrides
Michael Shaw 8/9/2019 Estimate Overrides
Pragya Shukla 4/1/2019 Estimate Overrides
Stacey Bresette 12/19/2018 Estimate Overrides
Showing 1 to 5 of 5 entries Previous Next

Assign User to “Estimate Overrides” Exception List:

e A user can be added to the “Estimate Overrides” Exception List by typing in a desired user in the
“Select Unassigned User” field.
o User must be an authenticated PSR2 user to display in the search criteria.
o Upon selection of the “Add” option, the desired user’s profile shall be displayed within the
“Estimate Overrides” grid.
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Estimate Overrides T

‘ o | Add

Wendy Southworth

Show 10 ¥ entries Search:

Connie Camden

Nikki Boden
Full Name 1 Date Added ) List
Ravindra Konduru

Jason Landes 12/17/2018 Steve Slade dverrides W Remove

Jonathan Burns 6/13/2019 Estimate Overrides W Remove

Michael Shaw 8/9/2019 Estimate Overrides @ Remove

Pragya Shukla 44172019 Estimate Overrides W Remove

Stacey Bresette 12/19/2018 Estimate Overrides @ Remove

Showing 1 to 5 of 5 entries Previous Next

Remove User from “Override Estimates” Exception List):

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.
o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?

3.2.2 Exception List — Manage Users
The “Manage Users” Exception List category allows authenticated users to edit user profiles and
deactivate users.
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Select “Manage Users” Exception List Category:

e Selection of the “Manage Users” option shall display all assigned users in that category.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

Exception List Assignment

Manage Users v
| |Se|ect Unassigned User | m

Show | 10 ¥ entries Search:
Full Name t~ Date Added Exception List
David Gormley 8/9/2019 Manage Users W Remove

Eric Back 8/6/2019 Manage Users W Remove

Eric Pelfrey B8/9/2019 Manage Users W Remove

Harinath Gangula 8/14/2019 Manage Users W Remove

Jason Landes 11/1/2018 Manage Users W Remove

Jay Clifton 1/24/2019 Manage Users W Remove

Jonathan Burns B6/13/2019 Manage Users W Remove

Michael Shaw 7/29/2019 Manage Users W Remove

Pragya Shukla 3/25/2019 Manage Users W Remove

Stacey Bresette 3/25/2019 Manage Users W Remove

Showing 11to 10 of 12 entries Previous - 2 MNext

Assign User to “Manage Users” Exception List:

e A user can be added to the “Manage Users” Exception List by typing in a desired user in the “Select
Unassigned User” field.
o User must be an authenticated PSR2 user to display in the search criteria.
o Upon selection of the “Add” option, the desired user’s profile shall be displayed within the
“Manage Users” grid.

]
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Manage Users v Select

C N
Connis Camden
v o .
Show | 10 entries Jomathan Alexander Search:
Jazon Landes
Full Name t  DateAdd bp
Adrian Wells

Harinath Gangula 8/19/2019  David Gormlsy jage Users W Remove
Jason Landes 11/1/2018 Manage Users W Remove
Jay Clifton 1/24/2019 Manage Users W Remove
Jonathan Burns 6/24/2019 Manage Users W Remove
Michael Shaw 6/27/2019 Manage Users W Remove
Pragya Shuklz 3/25/2019 Manage Users W Remove
Stacey Bresette B8/8/2019 Manage Users W Remove
Stacey Bresette a/8/2018 Manage Users W Remove

Timothy Hill 6/13/2019 Manage Users W Remove

Showing 1to 9 of 9 entries Previous n Next

Remove User from “Manage Users” Exception List:

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.
o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?
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3.2.3 Exception List — Bulletins

A “Bulletin” Exception List user shall be able to access the “Bulletins” widget from the Dashboard.
Selection of the “Bulletins” widget shall navigate users to the “Bulletins” screen, where Bulletins are
created and edited.

Select “Bulletins” Exception List Category:

e Selection of the “Bulletins” option shall display all assigned users in that category.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

Show | 10 ¥ entries

Full Name

Andre Johannes

David Gormley

Eric Pelfrey

Gragory Groves

Jason Landes

Jay Clifton

Jonathan Burns

Jonathan West

Joseph Cochran

Josh Rogers

Showing 110 10 of 19 entries

Exception List Assignment

Bulletins v Select

Select Unassigned User Add
Search:

t Date Added Exception List
8/14/2019 Bulletins
8/9/2019 Bulletins
8/9,2019 Bulletins
8/14/2019 Bulletins
12/5/2018 Bulletins
1/31/2019 Bulletins
4/3/2019 Bulletins
8/14/2019 Bulletins
8/14/2019 Bulletins
8/14/2019 Bulletins

Previous - 2 | MNext

Assign User to “Bulletins” Exception List:

e Auser can be added to the “Bulletins” Exception List by typing in a desired user in the “Select

Unassigned User” field.

o User must be an authenticated PSR2 user to display in the search criteria.

JASON LANDES (KYTC)
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o Upon selection of the “Add” option, the desired user’s profile shall be displayed within the
“Bulletins” grid.

Exception List Assignment

Bulletins

v Select

E

Cennie Camden

Show | 10 v entries Jonsthan Alexandsr Search:

Jzzon Landes
Full Name +' Date Added

Adrian Wells
Jason Landes 12/5/2018 David Gormley ns
Jay Clifton 1/21/2018 Bulletins
Jonathan Bums 4/3/2019 Bulletins
Michael Shaw 8/8/2019 Bulletins
Stacey Bresette 3/25/2019 Bulletins
Timothy Hill 6/13/2019 Bulletins

Showing 1 to & of & entries

Remove User from “Bulletins” Exception List:

Previous Next

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception

List” pop-up window.

o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current

exception list?

JASON LANDES (KYTC)
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3.2.4 Exception List — Estimator

An “Estimator” Exception List user shall be able to access Estimate worksheets and negotiate Estimates
with consultants on behalf of the Professional Services Admin. The Estimator will have full PSA
permissions on the Estimate screen only.

In most instances, the “Estimator” user will be a “Read Only” role in the application and only interact
with a contract’s Estimate process.

Select “Estimator” Exception List Category:

e Selection of the “Estimator” option shall display all assigned users in that category.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

Exception List Assignment

Estimator v
Select Unassigned User m

Show | 10 ¥ entries Search:
Full Name ¢+ Date Added Exception List
Jason Landes 8/21/2019 Estimator
Showing 1to 1 of 1 entries Previous Mext

Assign User to “Estimator” Exception List:

e A user can be added to the “Estimator” Exception List by typing in a desired user in the “Select
Unassigned User” field.
o User must be an authenticated PSR2 user to display in the search criteria.
o Upon selection of the “Add” option, the desired user’s profile shall be displayed within the
“Estimator” grid.

]
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Estimator v
° [ s

Wendy Southworth

Show| 10 ¥ entries . Search:
Connie Camden

Mikki Boden
Full Name 1 Date Added
Ravindra Konduru
Jason Landes 8/21/2019 Steve Slads r

Showing 1 to 1 of 1 entries Previous Next

Remove User from “Bulletins” Exception List:

e Selection of the “Remove” option within the grid shall display the “Remove User From Exception
List” pop-up window.
o Selection of the “Yes” option shall remove the user from that Exception List.
o Selection of the “No” option shall NOT remove the user from that Exception List.

Remove User From Exception List

Are you sure you want to remove this user from their current
exception list?

4 User Requests Widget

An Internal KYTC user with “Manage Users” Exceptions List permissions shall be able to see the “User
Requests” Dashboard widget. The “User Request” widget within the Dashboard shall display the number
of pending User Authorization Requests. Within the “User Requests” widget, the user can approve or
deny user access to the PSR2 application.

In addition, a user with a Consultant — System Administrator role shall be able to see the “User
Requests” Dashboard widget. This role shall see all Consultant — Ready Only, Consultant — Project
Manager and Consultant — System Administrator user authorization requests within their own
Consulting firm.

]
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Select “User Requests” Widget:

e Selection of the “User Request” widget shall navigate the user to the “User Authorization” screen
that displays pending authorization requests within a grid.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

User Requests Widget:

User Requests

View User Authorization Request:

o Selection of “Edit” option within the User Authorization grid shall navigate the user to the “User
Profile Information” to review / edit the user’s profile.

Approve User Authorization Request:

o Selection of the “Approve” option shall grant user authorization to the PSR2 application.
e Upon user request approval, the Internal / External KYTC requestor shall receive email notification
of their authorization.

Deny User Authorization Request:

e Selection of the “Deny” option shall NOT grant user authorization to the PSR2 application.

e Upon authorized user request denial, the Internal / External KYTC requestor shall receive email
notification of their denied request.

e Authorized users can select the “View Users who have been Denied” link to navigate to the “Denied
Users” requests.

. _________________________________________________________________________________________________|
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User Authorization

View Users who have been Denied

Search:

Full Name 1 Org Type Org Name Org Role Request Date

Jill Eubanks Consultants ABCD Associates Project Manager 9/14/2019 # Edit

Showing 0 to 0 of O entries

View Denied User Authorization Requests:

e Selection of the “View Users who have been Denied” option within the “User Authorization” screen
shall navigate the user the “Denied Users” screen that displays the denied user authorization
requests within a grid.

o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific user.

e Selection of the “Approve” option shall grant user authorization to the PSR2 application.

e Upon user request approval, the Internal / External KYTC requestor shall receive email notification
of their authorization.

e Selection of the “View User waiting Approval” shall navigate the user back to the “User
Authorization” screen.

Denied Users

View Users waiting Approval

Search:
Full Name 1 Org Name Org Role Denied Date Reason Comment
Adrian Wells 10 Project Manager 12/19/2018 Denied User Deactivated
Clairessa Hamilton Professional Services Project Manager 12/19/2018 Denied User Deactivated
Jonathan Alexander Professional Services Project Manager 3/21/2019 Denied User Deactivated
Marie Floyd Aviation Professional Services Admin 12/19/2018 Denied User Deactivated
Stacey KYTC Palmer Engineering Project Manager 6/11/2019 Denied User Deactivated

Showing 1to 5 of 5 entries
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4.1 Admin Widget — Manage Type Tables

Admin

Manage Users

Manage Exceptions

Manage Type Tables

Manage Salaction Commuttea Pools

4.2 Admin Widget — Manage Selection Committee Pools

The Manage Selection Committee Pools option allows authenticated user the ability to manage
Selection Committee Secretary and Governor Pool members. The Professional Services Selection
Committee Pool is a randomly generated 5-person committee that selects the Prime, Second place, and
Third place Consultant firms that will perform the services for Project Specific and Statewide projects.

The Selection Committee Pool usually consists of:

e 1 Governor’s Pool member (non-KYTC employee)
e 2 Secretary’s Pool members (Professional Engineers)
e 2 User Division Pool members (usually PM’s)

Selection Committee Pool members typically serve for 2-year cycles. If a Pool member leaves during the
middle of a 2-year cycle, the replacement Pool member simply takes over the unoccupied spot for the
remainder of the cycle.

The Professional Services Admin (PSA) role shall have access to this widget.
Admin

Manage Users

Manage Exceptions

Manage Tvpe Tab

Manage Selection Committee Pools

]
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Selection Committee Members

Secretary Pool Members Governor Pool Members
Secratary Member 1 Governor Member 1

Jonathan Burns = TBD =
Secretary Member 2 Governor Member 2

Pragya Shukla X Timothy Hill X
Secretary Member 3 Governor Member 3

Stacey Bresette X TBED X

Secretary Member 4

Jay Clifton X

Secretary Member 5

TED X

Secretary Member &

TED X

5 Consultant Management Widget

The Consultant Management widget provides a central location to display Consultant firm contact
information. All authenticated PSR2 users shall see the Consultant Management widget within the
Dashboard.

Consultant Contact records are utilized by the Professional Services group throughout all phases of the
prequalification and estimation processes for both Project Specific and Statewide contracts.

Consultant firms shall manage their own organization’s contact information and employee’s contact
information within the PSR2 application.

5.1 Consultant Management Screen
Select “Consultant Management” Widget (Internal KYTC user):

e Selection of the “Consultant Management” widget shall navigate the Internal KTYC user to the
“Consultant Management” screen that displays all of the Consultant firm records within a grid.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific Consultant firm record.

. _________________________________________________________________________________________________|
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<+ Add Consultant

Show| 10 ¥ |entries

AMERICAN EMGINEERS INC

ARNOLD COMSULTING
EMGIMEERING

BACON FARMER WORKMAMN
ENGIMEERING &t TESTING,
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BLUEGRASS VALUATION
GROUP LLC

BTM ENGIMEERING INC

BURGESS AMD NIPLE INC

BURGESS AND MIPLE INC

CDM Smith Inc

CDP ENGINEERS INC

COMMUNITY
TRAMSPORTATION
SOLUTIONS

Showing 1 to 10 of 396 entries
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American Engineers, Inc.

Armaold Consulting

Engineering Sendces, Inc,

Bacon, Farmer, Workman
Engineering & Testing,
Inc.

Bluegrass Valuation
Group, LLC

Birch, Trautwein & Mims

Engineering, Inc.

Skees Engineering, Inc.*

Burgess & Niple, Inc

CDi Smith, Inc.

CDP Engineers, Inc.

Community
Transportation Solutions

65 Aberdeen Drive
Glasgow, KY
42141-5238

P.O. Box 1338
Bowling Green, KY
42102

500 South 17th
Street
Paducah, KY 42003

366 Waller Avenue
Suite 203
Lexington, KY
40504

200 Mero Street
Frankfort, KY
40601

200 Mero Street
Frankfort, KY
40607

400 Blankenbaker
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Lowisville, KY
40243
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40504
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View / Edit Consultant Record (Internal KYTC user):

Selection of the “Edit” option within a Consultant record line item shall navigate the user to the
“Edit Consultant” screen.

The KYTC PSA role shall have view and edit access to the “Edit Consultant” screen for all Consultant
firms.

Non-PSA roles (KYTC Project Managers, etc.) shall have view only access to the “Edit Consultant”
screen for all Consultant firms.

Deactivate Consultant Record (Internal KYTC user):

The KYTC PSA role shall see a “Deactivate” option for each Consultant record on the “Edit
Consultant” screen.
Selection of the “Deactivate” option shall display the “Are you sure? — This will deactivate the
selected consultant?” pop-up window.
o Selection of the “Yes” option shall deactivate the Consultant from the PSR2 application.
o Selection of the “Cancel” option shall NOT deactivate the Consultant from the PSR2
application.

Are you sure?

Thiz will deactivate the selected consultant?

Add Consultant Record (Internal KYTC user):

The KYTC PSA role shall see an “Add Consultant” option within the “Consultant Management”
screen.
o Non-PSA roles (KYTC Project Managers, etc.) shall NOT see an “Add Consultant” option
within the “Consultant Management” screen.
Selection of the “Add Consultant” option shall navigate the user to the “Add Consultant” screen.
The user can add a Consultant firm by typing in the desired Consultant name in the “Search for a
consultant firm” field
o A Consultant firm must reside in the KYTC eMARS application before it appears in the smart
search criteria results.
Selection of the desired Consultant firm name within the “Search for a consultant firm” field shall
display the following Consultant contact information that resides in the KYTC eMARS application:
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o Legal Name
o Address

o Vendor Code (eMARS)

e Upon selection of the desired Consultant firm, the user shall see a form where they can add
additional Consultant contact information form (e.g. Consultant Alisa Name, Address, Phone,
Employee Count, etc.).

o Note: The Consultant contact information in eMARS may differ from the day-to-day contact
information used by the Professional Services group. For example, the eMARS address might
feature the Consultant firm’s corporate headquarters located in New York; but the day-to-
day contact information is based in Kentucky, etc.

o Upon successful entry of the Consultant contact information form, selection of the “Save”
option shall save the Consultant information to the PSR2 application.

= Selection of the “Cancel” option shall NOT save the Consultant information to the

PSR2 application.

Add Consultant

Search for a consultant firm

) Select as Pending Consultant

Add Consultant

baco n|

HILLARY BACOMN
BACOM FARMER WORKMAN ENGINEERING 8 TESTING, INC.
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Add Consultant

ISearch for a consultant firm

Select as Pending Consultant

Legal Name: HILLARY BACON

Address: 2221 QUAIL CREEK DR. MURRAY, KY 42071

Vendor Code: KY0050256
Consultant Alias Name Phone Website
Address 1 Address 2
City State Zip

Select State v

Employee Count Professional Engineer Count KY Employse Count KY Professional Engineer Count
Action Renewal Date DBE

“Select as Pending Consultant” Option (Internal KYTC user):

e All Consulting firms must complete the Prequalification process before consideration for a
Professional Services contract. During this period, the Consultant firm may not have a vendor /
consultant record in the KYTC eMARS application.

o If there is an instance that the Professional Services group wants to add a Consultant firm to the
PSR2 application that is NOT yet in the KYTC eMARS application, the user may select the “Select as
Pending Consultant” option.

e Selection of the “Select as Pending Consultant” option shall auto-populate the following
information:

o Legal Name: Placeholder Consultant Firm
o Address: 200 Mero St., Frankfort, KY 40622
o Vendor Code: KYO000000

e The user can then populate the remainder of the “local” Consultant information (e.g. Consultant
Alias Name, Phone, Address, Renewal Due Date, DBE, etc.) to add the record to the application.

o Note: This information shall only be stored in the PSR2 application locally. The information
shall NOT be saved in the KYTC eMARS application.

e When the consultant is selected for a PS contract, their vendor record will be added to eMARS. At
that point, the Professional Services Admin user shall edit / match the consultant’s eMARS record to
that of the current “local” consultant record in the PSR2 application.

]
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Add Consultant

Search for a consultant firm

¥l Select as Pending Consultant

Legal Name: Placeholder Consultant Firm

Address: 200 Mero St Frankfort, KY 40622

Vendor Code: KY0000000
Consultant Alias Name Phone Website
Address 1 Address 2
City State Zip

Select State T

Employse Count Professional Engineer Count KY Employee Count KY Professional Engineer Count
Action Renewal Date DBE

5.2 Edit Consultant Screen
Select the “Consultant Management” widget (Consultant user):

e Selection of the “Consultant Management” widget shall navigate the Consultant user to the “Edit
Consultant” screen displaying their firm’s contact information.
o The Consultant — System Admin role shall be able to edit their firm’s Consultant information.
o The Consultant — Project Manager role shall be able to only view their firm’s Consultant
information.
o The Consultant — Read Only role shall be able to only view their firm’s Consultant
information.

Edit Consultant Record (Consultant — System Admin):

e The Consultant — System Admin role shall be able to edit their firm’s Consultant information.
o Selection of the “Save” option shall save any update / changes to the PSR2 application.
o Selection of the “Cancel” option shall NOT save any update / changes to the PSR2
application.
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Edit Consultant

ABCD Associates

311 Brick Road

Frankfort, KY 40601
Vendor Code: KY#######

Consultant Alias Name Phone Website
ABCD (502) 444-4444 www.abcd.com
Address 1 Address 2

311 Brick Road

City State Zip
Frankfort Kentucky v 40665
Employee Count Professional Engineer Count KY Employee Count KY Professional Engineer Count
513 23
Action Renewal Date DBE
New v 10/01/2019
Contacts

© Prequalifications

5.3 Contacts Tab

e The “Edit Consultant” screen shall contain a “Contacts” tab that contains a Consultant firm’s Contact
Cards.

e Consultant Contact Cards are added automatically to the firm’s “Contacts” tab once a Consultant’s
User Authorization request is approved.

e Contact Cards can be added manually to the application for non-PSR2 users.

View Contacts Tab:

e Selection of the “Contacts” tab shall display the following:
o “Add Contact” option
o Status filter (All / Active / Inactive)
o Consultant Contact Cards
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@ Contacts

Mark Workman - Primary Contact

Executive Vice President
2704431995
500 South 17th Street

Paducah, KY 42001
mworkman@bfwengineers.com
Migrated Record

Add Contact Card (Consultant — System Admin):

Status:

All v

Tim Choate

500 South 17th Street

Paducah, KY 42001
tchoate@bfwengineers.com
Migrated Record

e The Consultant — System Admin role shall see the “Add Contact” option within the “Contacts” tab.
e Selection of the “Add Contact” option shall display an “Add Contact” pop-up window.
e Upon successful entry of the required Contact Card information within the “Add Contact” pop-up,
selection of the “Save”, option shall display the newly added Contact Card within the “Contacts” tab.
o Selection of the “Cancel” option shall NOT save the Contact Card.

Add Contact

First Name

lob Title

Address 1

City

Phone

State

Last Name
Primary Contact?
Address 2
Zip

Email

JASON LANDES (KYTC)
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Select “Primary Contact?” Option:

The first Contact Card added to a Consultant firm shall serve as the “Primary Contact”.
At any time, the “Primary Contact” can be switched to another user by selecting the “Primary
Contact?” option within that Contact’s individual “Add / Edit Contact” pop-up window.
o Only one Contact per Consultant firm shall serve as the “Primary Contact”.
o Contact identified as the “Primary Contact” shall be edited, but cannot be deactivated.
o By default, the “Primary Contact” card shall display first in the “Contacts” tab.

Edit Contact Active *
First Mame Last Mame
Jason Landes

Job Title Primary Contact?

Project Manager

Address 1 Addrass 2

200 Merg Street

City State Zip
Frankfort Kentucky b 40392
Phone Email
(859) 888-88848 jasonlandes@email.com

m SDeactivate

Edit Contact Card (Consultant — System Admin):

The Consultant — System Admin role shall see the “Edit” option for each Contact Card within the
“Contacts” tab.

Selection of the “Edit” option shall display the “Edit Contact” pop-up window.

Upon successful update, selection of the “Save” option shall save and display those edits within the
Contact Card.

o Selection of the “Close Window” option shall NOT save the edits made to the Contact Card.
Both “Active” and “Inactive” Contact Cards may be edited.
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Edit Contact

First Name

Jason
Job Title

Project Manager
Address 1

200 Mero Street
City

Frankfort

Phone

(859) 655-8688

Edit Contact

First Mame

Jason

Job Title

Baconator
Address 1

200 Mero Street
City

Frankfort

Phone

8124444444

JASON LANDES (KYTC)

Active X

Last Mame

Landes

Primary Contact?

O
Address 2
State Zip
Kentucky A 40392
Email

jason.landes@email.com

ODeactivate

Inactive

Last Name

Landes

Primary Contact?
Address 2

State

Kentucky

Email

Jasontesting201 8d@gmail.com
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Deactivate Contact Card (Consultant — System Admin):

e The Consultant — System Admin role shall see a “Deactivate” option for each Contact Card within the
“Edit Contact” window.

e Selection of the “Deactivate” option shall display the “Are you sure? — This will alter the status of
this contact” pop-up message.
o Selection of the “Yes” option shall deactivate the Contact Card.
= Deactivated Contract Card shall display “Inactive” within the “Edit Contact” view
o Selection of the “Cancel” option shall NOT deactivate the Contact Card.
e A deactivated Contact Card shall be “reactivated” at any time by selecting the “Activate” option
within the “Edit Contact” view.

Are you sure?

This will alter the status of this contact

Edit Contact Inactive *
First Mame Last Name
Jlason Landes
lob Title Primary Contact?
Baconator
Address 1 Address 2

200 Mero Street

City State Zip
Frankfort Kentucky v 40601
Phone Email
8124444444 Jasontesting20194@gmail.com
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Select Status Filter:

e Selection of the Status filer within the “Contacts” tab shall display the following filter options:
o All (Default) — Displays view of both Active and Inactive Contact Cards

o Active — Displays only Active Contact Cards

o Inactive — Displays only Inactive Contact Cards

@ Contacts

4+ Add Contact

David Lindeman - Primary Contact

8597441218
400 Shoppers Drive

Winchester, KY 40391

DLindeman@palmernet.com
Migrated Record

Stephen Sewell

400 Shoppers Drive; P, O, Box 747
Winchester, KY 40392-0747

ssewell@palmernet.com
Migrated Record

5.4 Prequalifications Tab

Status:
All v

Active
Judy Hicks Inactive

859-744-1218
400 Shoppers Drive

Winchester, KY 40391
Jhicks@palmernet.com
Migrated Record

Jim Gallt

8597441218
400 Shoppers Drive; P. O. Box 747

Winchester, KY 40392-0747
JGallt@palmernet.com
Migrated Record

e The “Edit Consultant” screen shall contain a “Prequalifications” tab that contains the Consultant

firm’s current list of Prequalifications.

e Internal KYTC users shall be able to view the Prequalifications for any firm.
e  Only the KYTC PSA role shall be able to edit the Prequalifications for any firm.
e A Consultant firm user may be able to view their own firm’s Prequalifications, but shall NOT be able

to edit.

Edit Prequalifications:

o The KYTC PSA role shall see an “Edit” option within any Consultant firm’s “Prequalifications” tab.
e Selection of the “Edit” option shall enable the user to update the following for each category:

o None
o Full

JASON LANDES (KYTC)
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o Conditional

e Upon each edit, the PSR2 application will auto-save the changes.
e Selection of the “Close” option shall close the “Prequalifications” tab.

@ Prequalifications
Aviation

MNone Full

Conditional
Airport Design

Airport Master Planning
Airport Noise Analysis

Airport Project Inspection

Construction Engineering Services

Mone Full

Conditional
Bridge Painting Project Inspection

Bridge Painting Project Management
Censtruction Project Supervision
Censtruction Scheduling / Claims Analysis

Structural Steel Fabrication Inspection

Enviornmental Aquatic & Terrestrial Ecosystems Analysis

MNone Full

.

.

Conditional
Botany

Fisheries

Freshwater Macroinvertebrates
Terrestrial Zoology

Water Quality

Wetlands

JASON LANDES (KYTC)
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[~] Prequalifications

Aviation

Mone Full Conditional
Airport Design

Airport Master Planning

Airport Noise Analysis

Airport Project Inspection
Construction Engineering Services

Mone Full Conditional
Bridge Painting Project Inspection

Bridge Painting Project Management
Construction Project Supervision
Construction Scheduling / Claims Analysis
Structural Steel Fabrication Inspection

Enviernmental Aquatic & Terrestrial Ecosystems Analysis

Mone Full Conditional
Botany

Fisheries

Freshwater Macroinvertebrates
Terrestrial Zoology

Water Quality

Wetlands

6 Bulletin Widget

Bulletins are a collection of Advertisements posted monthly on the Professional Services website for
consultants to respond and inquire about. The Bulletin is comprised of the projects that Professional
Services will procure services for in that particular month. The Bulletin widget allows the user to
manage bulletins and group projects under the appropriately scheduled bulletin.

The PSR2 application will automate Bulletin ID’s 3 months in advance. This will auto populate the
Bulletin, Month and Advertisement Date. The Advertisement Date is always the second Tuesday of the
month at 9:00 a.m. (EST).

Only KYTC users added to the “Bulletins” Exception List can invoke the creation of a Bulletin under
special circumstances (ex. Bulletin needed outside of normal schedule, etc.).

6.1 Select Bulletin Widget
Select Bulletin Widget:

e Selection of the “Bulletin” widget from the Dashboard shall navigate the user to the “Bulletin”
screen.

. _________________________________________________________________________________________________|
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Bulletin

6.2 Bulletin Screen
Bulletin Screen:

e The “Bulletin” grid displays view all Contracts and Projects that have been associated with that
particular bulletin month.
o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific Bulletin record.
o Selection of the “Bulletin ID” within each row shall navigate the user to the ‘Bulletin Project
Grid” for that Bulletin

Bulletins
= Create Bulletin

Show| 10 ¥ | entries Search:
Buillletin 1D Advertizement Date | Humber of Projects Contracts Comments
2020-05 111422019 o o Auta-Generated # Edit
2020-04 1082019 1 15 Auto-Generated # =it
2020-03 S0/2019 o & Auta-Generated # Edit
2020-02 BH3/2019 o o Migrated
2020-01 T/A,2018 1 ] Migrated
2018-12 B11/201% 1 5 Migrated
2018-11 SH4/2019 2 10 Migrated
2018-10 4,/9201% 2 10 Migrated
2018-09 22019 2 5 Migrated
2015-08 N2/ 2019 k| ] Migrated

Showing 1 to 10 of 272 entries Presiaus n 2|131)4]5 28 | Mext
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6.3 Create Bulletin

Create Bulletin (KYTC PSA user):

e The authenticated user shall see a “Create Bulletin” option on the “Bulletins” screen.
e Selection of the “Create Bulletin” option from the Bulletin screen shall display a pop-up window
prompting the user to enter Bulletin related information:
o Bulletin Number
o Advertisement Date
o Comments
e Upon selection of “Save” option, the new Bulletin shall be saved to the application
and display within the Bulletin grid.
e Upon selection of “Cancel” option, the new Bulletin record shall NOT be saved to
application and will NOT be displayed within the Bulletin grid.

Bulletin Number: Advertisement Date:

Comments:

6.4 View / Edit Bulletin
View / Edit Bulletin:

e Selection of the “Edit” option next to a Bulletin listing in the Bulletin grid shall display an “Edit” pop-
up window that displays the following:
o Bulletin Number (not editable)
o Advertisement Date (editable)
o Comments (editable)
e Upon selection of the “Save” option, the edits made to the Bulletin record shall be
saved to the PSR2 application.
e Upon selection of the “Cancel” option, edits made to the Bulletin record shall NOT
be saved to the PSR2 application.
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7 Statewide Service Widget

The Division of Professional Services procures consultant-engineering services defined by Statewide
Contracts or “Other” Statewide Contracts. Regular Statewide Contracts are generally on 2-year project
life cycles, while “Other” Statewide Contracts have variable project life cycles. The Professional Services
Admin role may create a new Statewide Service at any time.

Users shall NOT manually create Statewide Service Advertisement / Request for Proposal (RFP)
document. Instead, the Professional Services application will create an Advertisement / RFP document
once the “Advertisement Date” value of that Statewide Service is within 90 days or less.

Each individual Statewide Service may have one or many contracts tied to that service. The number of
Statewide Contracts created will correlate to number of “Firms” entered when the Statewide Service is
created / edited. (e.g. 3 Firms = 3 Contracts, etc.).

The Statewide Services screen allows the user to:

o Monitor Advertisement dates
o Make updates to existing Statewide Services
o Add new Statewide Service

The KYTC PSA role and KYTC Central Office — Project Manager shall have access to the Statewide Service
widget.

7.1 Select Statewide Widget
Select Statewide Service Widget (KYTC PSA and Central Office — Project Manager):

e Selection of the “Statewide Service” widget from the Dashboard shall navigate the user to the
“Statewide Service” screen.

Statewide

7.2 Statewide Service Grid
Statewide Service Grid (KYTC PSA and Central Office — Project Manager):

e Selection of the “Statewide Service” widget shall navigate the user to the “Statewide Services” grid.

. _________________________________________________________________________________________________|
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o User shall be able to sort on each column.
o User shall be able to enter smart search criteria to locate a specific Consultant firm record.
o User shall be able to filter the gird based on the “Status” of the Statewide Service:

Statewide Services

= Al
= Active
= |nactive
<4 Add Service
Status:
All v

Show| 10 ¥ | entries

Next Advertisement
Date t

10/13/2009
10/13/2009

8/9/2016

&/9/2016

8/9/2016

8/9/2016

912,27

9nz2mM7

12122007

12/12/2017

Showing 1 to 10 of 131 entries

Service

Tunnel Management & Operations

Tunnel Management & Operations

Intelligent Transportation Systems -
TRIMARC

Bridge Load Ratings

Intelligent Transportation Systems -
TRIMARC

Bridge Load Ratings

Scour Assessment & Cross Section
Services

Scour Assessment & Cross Section
Senvices

Preventative Maintenance Repairs

Preventative Maintenance Repairs

Divisi

Maintenance

Maintenance

Maintenance

hMaintenance

Maintenance

Maintenance

Maintenance

Maintenance

Maintenance

Maintenance

Project
Manager

Tina Swansegar

Tina Swansegar

Tina Swansegar

Evan Dick

Tina Swansegar

Evan Dick

Erin WanZee

Erin VanZee

Evan Dick

Evan Dick

Category

Other

COther

Other

Other

Other

Other

Other

Other

Other

COther

Search:

Status

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Previcn_sn2 3 4 5

14

# Edit

# Edit

# Edit

# Edit

# Edit

# Edit

# Edit

# Edit

# Edit

# Edit

Mext
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7.3 Add Statewide Service

Add Statewide Service (KYTC PSA):

Selection of the “Add Service” option within the Statewide Services screen shall navigate the user to
the “Add Statewide Service” screen.
User shall be able to enter the following:
o Statewide Service Name
o User Division
o Project Manager (KYTC)
o Category
= Regular Statewide
= Other Services
o FeeType
= Upset Limit
= Lump Sum
=  Specific Rate of Compensation
= Cost Plus Fixed Fee
o Firms (Number value indicates the number of Contracts that will be created for that Service)
o Advertisement Date
Selection of the “Save” option shall save the Statewide Service to the PSR2 application.
o The newly created Statewide Service shall be displayed within the “Statewide Service” grid.
o The Statewide Contracts that are created with the new Statewide Service shall display in the
“Contracts - Statewide Contracts” grid within the Dashboard.
Selection of the “Cancel” option shall NOT save the Statewide Service to the PSR2 application.
When a new Statewide Service is created, the system will auto-create an Advertisement / RFP
document template.
o This document will serve as the template for all subsequent Advertisments / RFP documents
for that that Statewide Service.
If the Statewide Service is created with an “Advertisement Date” value that is within 90 days or less
of the date created, the system will also create an Advertisement document.
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Statewide Service

Statewide Service Type

User Division Project Manager
Select... v
Category Fee Type
Select... v Select... v
Master Agreement Upset Limit Letter Agreement Upset Limit
$ o $ o
Firms
0
Advertisement Date
Select... v

7.4 View / Edit Statewide Service
View / Edit Statewide Service (KYTC PSA and Central Office — Project Manager):

e Selection of the “Edit” option within “Statewide Services” grid shall navigate the user to the
Statewide Service screen.
o A Central Office — Project Manager shall only be able to view the Statewide Services they are
assigned as the Project Manager.
o The assigned Central Office — Project Manager shall NOT be able to edit the Statewide
Service.
o The assigned Central Office — Project Manager shall be able to view / edit / regenerate the
“Advertisement” document for that Statewide Service.
e The KYTC PSA user shall be able to edit the Statewide Service as needed.
o Selection of the “Save” option shall save the edits made to the Statewide Service to the
PSR2 application.
o Selection of the “Cancel” option shall NOT save the edits made to the Statewide Service to
the PSR2 application.

. _________________________________________________________________________________________________|
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Statewide Service

Statewide Service Type

Tunnel Management & Operations

User Division Project Manager
Maintenance v Tina Swansegar
Category Fee Type
Other Services v Upset Limit v
Master Agreement Upset Limit Letter Agreement Upset Limit
$ 9,000,000 $ 9,000,000
Firms

1

Advertisement Date

10/13/2009 v

@ Documents

7.5 Deactivate Statewide Service
Deactivate Statewide Service (KYTC PSA):

e The KYTC PSA user shall be able to see a “Deactivate” option within the Statewide Service screen.
e Selection of the “Deactivate” option shall display a “Are you sure? — This will Deactivate this
Statewide Service!” pop-up window.
o Selection of “Yes” option shall deactivate the Statewide Service.
o Selection of “Cancel” option shall NOT deactivate the Statewide Service.

Are you sure?

Thiz will Deactivate this Siatewide Service!
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7.6 Statewide Service — Documents Tab

Statewide Service - Documents Tab (KYTC PSA and Central Office — Project Manager):

e The “Documents” tab contains applicable documents for that Statewide Service.

e When a new Statewide Service is created, the system will auto-create an Advertisement / RFP
document template.

o This document will serve as the template for all subsequent Advertisments / RFP documents
for that that Statewide Service.

e If the Statewide Service is created with an “Advertisement Date” value that is within 90 days or less
of the date created, the system will also create an Advertisement document.

e The Document tab within the Statewide Service screen shall contain the Advertisement / RFP
document template and, if applicable, the Advertisement document for that Statewide Service.

7.6.1 Edit Document
Edit Document (KYTC PSA and Central Office — Project Manager):

e Selection of the “Edit” option next to a document within the “Documents” tab shall open the
document within the SharePoint application.
e Document updates made shall be saved within SharePoint.

@ Documents

Name Date Modified By Content Type

StatewideTestingStageTemplate.docx 8/13/2019 Bresette, Stacey A StatewideServiceAdvertisementTemplate  Edit
KYTC)

2020-05D_Statewide Testing Stage .docx  8/13/2019 Bresatte, Stacey 4 StatewideAdvertisement Edit E
(KYTC)

7.6.2 Regenerate Statewide Service Advertisement Document Template
Regenerate Statewide Service Advertisement Document Template (KYTC PSA and Central Office —

Project Manager):

e If changes are made to the base Statewide Service, the user may select the “Regenerate” option
next to update the Advertisement / RFP document template for that Statewide Service.
e Selection of the “Regenerate” option shall display the “Are you sure? — This will Regenerate the
Advertisement for this Statewide Service!” pop-up window.
o Selection of the “Yes” option shall regenerate the Advertisement / RFP document template
for that Statewide Service.

. _________________________________________________________________________________________________|
JASON LANDES (KYTC) 61



Professional Services Application (Release 2) — User Guide

= All subsequent Advertisement / RFP documents created by the PSR2 application
shall reflect the new template.
o Selection of the “Cancel” option shall NOT regenerate the Advertisement / RFP document
template for that Statewide Service.

@ Documents
Modified
Name Date Modified By Content Type
StatewideTestingStageTemplate.docx 8/13/2019 Bresette, Stacey A StatewideServiceAdvertisementTemplate  Edit
(KYTC)
2020-05D_Statewide Testing Stage docx  8/13/2019 Bresette, Stacey A StatewideAdvertisement Edit E
(KYTC)

Are you sure?

Thiz will Regenerate the Advertisamant for this Statewide

Service!

8 Statewide Service Contract Screens

Statewide Contract details are viewed by selecting the desired contract within the “Statewide Contracts”
grid. Each individual Statewide Contract screen shall display the following:

e Statewide Contract details
e Milestone Progress Bar

e Schedule

e Modifications tab

e Documents tab

e Selection Committee tab
e Comments tab

]
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Contract Type Status

Statewide Contracts v Open v Search

2018-10-11
2018-10-10 1900002147
2018109 1800002142

Jay Cliftan

2018-10-8 1800002137
2018106 1900002087
2018105 1500002086
2018104 1800002085
2018-103 1800002074
2018-08-12 1900002041
2018-08-11 1800002035

Juy Cliftan DLZ Kentucky, Inc. DBA DL WMB
jay Clifton Inc
jay Clifton

| ANNRANREER

8.1 View / Edit Statewide Contracts
View / Edit Statewide Contracts:

e AllKYTC users (PSA, Central — Project Manager, District - Branch Manager, District — Project
Manager, Location Engineer, User Division Director and Read Only roles) shall be able to view all
Statewide Contracts.

e  Only the KYTC — PSA role shall be able to edit a Statewide Contract.

e Statewide Contract fields shall be locked after the Prime Consultant has been selected for the
contract.

e Master Agreement Upset Limit and Letter Agreement Upset Limit fields shall NOT be editable after
the “Notice to Proceed” Schedule Event is completed.

e Upon selection of the “Save” option, the edits made to the Statewide Contract shall be saved to the
PSR2 application.

e Upon selection of the “Cancel” option, edits made to the Statewide Contract shall NOT be saved to
the PSR2 application.

]
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@ o @ o o

ADVERTISEMENT RESPOMSE DATE FIRST SELECTION ~ PRE-DESIGN NOTICETO
POSTED MEETING CONFERENCE PROCEED

Statewide Contract
Pavement Rehabilitation Services Contract Status - Open

Consultant Firm: HMB Professional Engineers, Inc.

Advertisement Approval

Agreement Number: PON2
2018-10-5 1900002086
User Division Project Manager Region
Highway Design v Jay Cliftan
Master Agreement Upset Limit Letter Agresment Upset Limit Fee Type
S | 4,000,000 ] Upset Limit v

eMARS End Date

6/30/2020

& Modifications

@ Documents

@ selection Committee

@ Comments

8.2 Deactivate Statewide Contract
Deactivate Statewide Contract (KYTC — PSA):

e The KYTC —PSA role shall be able to see a “Deactivate” option within the Statewide Contract screen.
o Selection of the “Deactivate” option shall display the “Are you sure? — This will remove this
Contract!” pop-up window.
o Upon selection of the “Save” option, the Statewide Contract shall be removed from the

PSR2 application.
o Upon selection of the “Cancel” option, Statewide Contract shall NOT be removed from the

PSR2 application.
|
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Are you sure?

This will remove this Contract!

.

8.3 Statewide Contract - Milestone Progress Bar
Statewide Contract - Milestone Progress Bar:

The Milestone Progress Bar displays along the top of the Statewide Services Contract screen. The
Milestones depicts when key contract events are completed (e.g. Response Date, Fee Proposal, Notice
to Proceed, etc.)

ADVERTISEMENT RESPOMSE DATE FIRST SELECTION  PRE-DESIGN FEE PROPOSAL  DEPARTMENT CONTRACT NOTICETO
POSTED MEETING COMFERENCE ESTIMATE NEGOTIATIONS PROCEED
RECEIVED

8.4 Statewide Contract - Schedule
Schedule:

The Schedule displays along the right side of the Statewide Contract screen. Selection of the “Schedule
tab” shall display the Schedule fly-out.

The Schedule displays the Event Dates for each contract based on offset work days or the number of
days expected to complete a given contract event. For example, once the “Response Date” event is
completed, the “First Selection” event should be completed within 6 days after, etc.

The Schedule also displays the “Completed Date” for each event and the “Difference”, or the days ahead
of or behind the scheduled event due date.

]
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09/04/2019
08/26/219
10/02/2019
10M18/2019
10/25/2019
11/26/2019
11/26/2019
12/24/2019

12/31/2019

01/16/2020

IR ETEIE S EEIEL 01/16/2020
SShES e 01/16/2020
SHEELEIENE 01/16/2020

01/16/2020

01/23/2020

+ AdHoc Event

8.5 Statewide Contracts — Modifications Tab
Modifications Tab:

The Modifications Tab displays a grid of all the Contract Modifications for a given Statewide contract.
Users may also request a Contract Modification from this tab or view details of an existing Modification.

@ Modifications View All
Mod # Comment Status Motice to Proceed Date  Upset Limit
O/ Original Agreement 117/2017 $200,000
1 Contract Mod Notice to Proceed  4/17/2019 $200,000 Details
Total: $400,000

=+ Request Modification

1
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8.6 Statewide Contract — Documents Tab
Documents Tab:

The Documents Tab displays applicable documents for each Statewide Contract (e.g. Advertisement /
RFP, Contract, Notice to Proceed, etc.). Users may upload, edit and delete documents based on their
user role.

8.7 Statewide Contracts — Selection Committee
Selection Committee:

The Selection Committee Tab displays the following:

e Selection Committee Pool members
o 1 Governor’s Pool member (non-KYTC)
o 2 Secretary’s Pool members (Professional Engineers)
o 2 User Division Pool members (normally KYTC Project Managers)
e KYTC Project Manager
e Prime Consultant Firm Name
e Consultant Project Manager

@ Selection Committes

Eroject Manager: User Division Member 1: Uzer Division Member 2: Secretsry Pool Member 1:
Jay Clifton Eric Monhollan William Terry Jill Asher
Secretany Pool Member 2- Governor Pool Member:
Travis Thompson Joe Walker
Erime Consultant Consultant Project
Mansger:

Blusgrass Valuation Group,
LLE William Berkley

8.8 Statewide Contracts — Comments Tab
Comments Tab:

The Comments Tab allows users to add Comments or reminders related to the Statewide Contract.
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@ Comments

8/27/2019 10:12:17 AM-KYTC\jason.landes YT ——

Please review the updated Contract Document.

9 Advertisement Approval — Statewide Services

The monthly Procurement Bulletin will contain one or many Advertisements / RFPs containing both
Project Specific and Statewide projects. Each individual Advertisement is reviewed and approved by
KYTC before being packaged into the monthly Bulletin. Once packaged, the Bulletin is posted to the
Professional Services website (indicated by a Bulletin ID).

Prior to Bulletin posting, a Statewide Services Advertisement requires a series of KYTC approvals. Each
approval step shall be initiated within the PSR2 application. KYTC users are notified of pending approval
requests via email notifications. Each email notification contains information related to the
Advertisement and links that navigate the user to the appropriate Advertisement Approval page based
on their user role.

In most instances, a KYTC Central Office Project Manager will initiate the internal KYTC Advertisement
approval process. However, there will be instances that the KYTC PSA or PS Director roles will need to
create an Advertisement and expedite its approval to include as part of the monthly Procurement
Bulletin.

The KYTC Statewide Advertisement approval process contains the following steps (i.e. Happy Path):

e KYTC Project Manager selects the “Advertisement Approval” option within the Statewide
Contract screen that navigates them to the “Advertisement Approval” screen.

o KYTC Project Manager initiates the approval process by selecting the “Send
Advertisement for Approval” fly-out option within the “Advertisement Approval”
screen.

= PSR2 system sends an email approval request to the KYTC User Division Director
(UDD) for that contract.
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Advertisement Approval

Bulletin ID: 2020-03 (September)
Advertising Date: 9/10/2019

Approval request has not ye n sent to User Division
Direx

=\ FenY
x X X
C s /g
USER DIVISION PROFESSIOMAL STATE HIGHWAY SECRETARY A B Send Advertisement for Approval
DIRECTOR APPROVAL SERVICES FINALIZES ENGINEER APPROVAL
ADVERTISEMENT A Assoqate with Another Bulletin

‘D History

Project Description
€ Back

$100000

Eridge Tunnel Management 8/28/2019 Created By System

2020-03-7 Eridge Tunnel Management 8/28/2019 Created By System $100000

e Upon receipt of the email approval request, the KYTC User Division Director (UDD) selects a link
that navigates them to the appropriate “Advertisement Approval” screen.
o KYTC User Division Director (UDD) may make update minor updates / modifications to
the Advertisement document prior to approving.
o KYTC User Division Director (UDD) selects the “Approve Advertisement” fly-out option
within the “Advertisement Approval” screen.
o PSR2 system sends an email approval request to the KYTC Professional Services Director.

Advertisement Approval

Bulletin ID: 2020-03 (September)
Advertising Date: 9/10/2019

o0—— ®

ADVERTISEMENT PROFESSIONAL
CREATED SERVICES FINALIZES
ADVERTISEMENT

User Division Director approval has not yet been submitted.

B Approve Advertisement
SECRETARY A

B Approve Advertisement with Changes

A\ Assodiate with Another Bulletin

Project Description
'D History

8/28/2019 KYTC\jason.landes 5100000

Bridge Tunnel Management
¢ g € Back

2020-03-7 Bridge Tunnel Management §/28/2019 KYTC\jason.landes 5100000

e Upon receipt of the email approval request, the KYTC Professional Services Director selects a link
that navigates them to the “Bulletin Grid” screen.

o KYTC Professional Services Director may make update minor updates / modifications to

the Advertisement document prior to approving.

o) KYTC Professional Services Director selects the “Director Approval” option
within the within the “Bulletin Grid” screen and then the “Approve Selected”
option.

o PSR2 system sends an email approval request to the KYTC State Highway Engineer (SHE)

and KYTC Secretary offices.
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Bulletins [/ Bulletin Project Gnid

Bulletin Project Grid

Bulletin IC: 2020-03 (September)
Adwvertising Date: 9710/2019

2020-03-6 Bridge Tunnel Professional Senices Finalizes Br2gf2019 100000 I View Advertisement
Managemant Advertisement KYTC\jasonlandes Ecfit Advrartisament

Mk Dedine Selected | Mk Assocate with Another Bulletin | B Approve Selected

e Upon receipt of the email approval request, the KYTC State Highway Engineer (SHE) selects a link
that navigates them to the “Bulletin Grid” screen.

o KYTC State Highway Engineer (SHE) may make update minor updates / modifications to
the Advertisement document prior to approving.

o KYTC State Highway Engineer (SHE) selects the “SHE Approval” option within the within
the “Bulletin Grid” screen and then the “Approve Selected” option.

o PSR2 system sends an approval email to the KYTC Professional Services Director.

= Note: This step may be concurrent with the “Secretary” approval step.

Bulletin Project Grid

Bulletin ID: 2020-03 (September)
Advertising Date: 9/10/2019

i 2020-03-6 Eridge Tunnel State Highway Engineer 8/28/2019 100000 Ly View Advertisement
Management Office Approva KYTCQ\jason.landes Edit Advertisement

A Dedine Selected | A Assocate with Another Bulletin | B Approve Selected

e Upon receipt of the email approval request, the KYTC Secretary selects a link that navigates
them to the “Bulletin Grid” screen.

o KYTC Secretary may make update minor updates / modifications to the Advertisement
document prior to approving.

o KYTC Secretary selects the “Secretary Approval” option within the within the “Bulletin
Grid” screen and then the “Approve Selected” option.

o PSR2 system sends an approval email to the KYTC Professional Services Director.

= Note: This step may be concurrent with the “SHE” approval step.
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Bulletin Project Grid

Bulletin ID: 2020-03 (September)
Advertising Date: 9/10/2019

Project
Agreement®  Description Approval Status Status Date
]
| 2020-03-6 Bridge Tunnel Secretary 8/28/2019 100000 v O View Advertisement
Management Approval KYTC\jason.landes Edit Advertisement

\

A Dedine Selected A Assocate with Another Bulletin B Approve Selected

e Upon approval from both the KYTC SHE and Secretary Offices, the KYTC Professional Services
group will package all of the approved Advertisements for that month into the Bulletin.
o KYTC Professional Services group will post the Procurement Bulletin to the Professional Services

website on the Advertisement Date.

Bulletin Project Grid

Bulletin ID: 2020-03 (September)
Advertising Date: 910/2019

Approximate SHE Secretary

Fee Approval  Approwval

2020-03-6 Bridige Tunnel Awaiting Approval anzerzmg 100000 W ' Wiew Advertisement

Ear Bt
Management or Bulletin KNTOyasonlandes Eft Acvertisemnant

10 Create Statewide Contract Document

Once the KYTC Selection Committee has selected Prime Consultant for a Statewide Contract, the Primary
Consultant shall be able to view the contract within the Contracts grid on the Dashboard. Upon selection
of the Statewide Contract within the grid, the user shall be navigated to the Statewide Contract screen.

The Prime Consultant Project Manager shall be able to upload their “Scoping Meeting Minutes”
document via the “+ Upload” option within the “Documents” tab.
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@ Documents

+ Upload ~

Document

Scoping Meeting Minutes

Upon upload of the “Scoping Meeting Minutes” document, the Primary Consultant Project Manager
shall be able to generate the Statewide Contract document via the “+ Create” option within the

“Documents” tab.

@ Documents

+Create ~ | 4 Upload ~

chuck nomis.PNG  8/28/2019 KNTC SPTest1 ScopingMestingMinutes  Edit u
(KYTC)

@ Documents

StatewideContract-2020-04-16.docx  8/28/2019  Landes, StatewideContract Edit n
Jason

(KYTC)

chuck norris.PNG 8/28/2019  KYTC ScopingMeetingMinutes  Edit u
SPTest1
(KYTC)

11 Statewide Contract Document Approval

This release of the Professional Services application will feature a manual Statewide Contract document
Approval process that will occur mostly outside of the application. Please note that a future release of
the Professional Services application will feature a more automated Statewide document approval
process with an application interface, email notifications, etc.
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11.1 Approve Draft Statewide Contract Document
Statewide Contract Document Approval — Approve Draft Contract (Primary Consultant PM and

Internal KYTC):

Upon creation of the draft Statewide Contract document, the Primary Consultant Project Manager
will notify the Professional Services group that the Contract document is ready for review.
The KYTC Professional Service Admin reviews and approves the draft Statewide Contract document
and sends email approval requests to the following:

o Primary Consultant Project Manager

o KYTC Assistant State Highway Engineer (ASHE)

o KYTC State Highway Engineer (SHE)

o KYTC Secretary
Primary Consultant Project Manager shall approve / approve with revisions / decline draft Statewide
Contract document.
KYTC ASHE shall approve / approve with revisions / decline draft Statewide Contract document.
KYTC SHE shall approve / approve with revisions / decline draft Statewide Contract document.
KYTC Secretary shall approve / approve with revisions / decline draft Statewide Contract document.
Once draft Statewide Contract document approvals are received, the KYTC Professional Services
Admin shall send an email notification to the Prime Consultant Project Manager and KYTC Project
Manager indicating that the Statewide Contract document is approved.

11.2 Create Draft Notice to Proceed Document
Statewide Contract Document Approval — Create Draft Notice to Proceed (KYTC Professional Services

Admin):

The KYTC Professional Services Admin shall select the “Notice to Proceed” option from the
“Documents” tab to generate the draft Notice to Proceed document.

The KYTC Professional Services Admin shall send an email notification to the KYTC Professional
Services Director to review the Notice to Proceed document.

@ Documents

+ Create ~ | 4 Upload ~

Contract

Motice To Proceed
uuuuuuuuuuuuuuuuuuuuuu J-04-16.docx 8/28/2019  Landes, StatewideContract Edit u
Jason
(KYTC)
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11.3 Approve Draft Notice to Proceed Document
Statewide Contract Document Approval — Approve Notice to Proceed (KYTC Professional Services

Director):

e The KYTC Professional Services Director shall review / approve the Notice to Proceed draft
document.

e Upon approval of the Notice to Proceed document, the KYTC Professional Services Director shall
send an email notification to the Primary Consultant Project Manager, KYTC Project Manager, KYTC
Location Engineer and KYTC Professional Services Admin.

12 Statewide Contract Modifications

When the Primary Consultant or KYTC determines that a Statewide Contract requires a fee increase (or
decrease), a schedule adjustment or both, a Contract Modification shall be requested.

12.1 Statewide Contract Modification — Time Extension Only
A Statewide Contract Modification with Time Extension Only is requested when additional time is
required to complete the work.

12.1.1 Request Statewide Contract Modification — Time Extension Only
Request Statewide Contract Modification — Time Extension Only (Primary Consultant Project
Manager:

e The Primary Consultant Project Manager can begin the process of requesting a Statewide Contract
Modification by selecting the “+ Request Modification” option within the Statewide Contract’s
“Modifications” tab.

o Note: The KYTC Project Manager or KYTC Professional Service Admin may also request a
Modification as needed.

e Selection of the “+ Request Modification” option shall display the “Request Statewide Modification”

pop-up window.

@ Modifications

Mod # Comment Status Motice to Proceed Date Upset Limit
0. Criginal Agreement 12/27/2019 %1,000,000
Tatal: $1,000,000

=+ Request Modification

o The user is required to enter the following fields:
o Time Extension Only

JASON LANDES (KYTC) 74



= Toggle to “Yes” indicates a Time Extension Only Modification
o Requested eMARS End Date

= The Calendar shall default to +12 months from the current date of request.
o Comments

e Selection of the “Save” option shall save the Contract Modification to the PSR2 application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PSR2 application.

Request Statewide Modification x
Time Extension Only Current eMARS End Date Requested eMARS End Date @
CNo ®ves 6/30/2020 08/28/2020

Current Upset Limit

$ 1,000,000

Comments

Time extension only request.

m (‘anCEI

12.1.2 Statewide Contract Modification — Time Extension Only Screen
e Upon selection of the “Save” option, the user shall be navigated to the Statewide Contract
Modification — Time Extension Only screen.
e Each individual Statewide Contract Modification screen shall display the following:
o Statewide Contract Modification — Time Extension Only details
o Milestone Progress Bar
o Schedule
o Documents tab
e User may update the following fields as needed:
o Comments
o Requested eMARS End Date
o Consultant Project Manager
e Selection of the “Save” option shall save the Contract Modification to the PSR2 application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PSR2 application.

. _________________________________________________________________________________________________|
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Tunnel Bridge / Statewide Contract Modification

F oY Fon Y ¥ o Y
® ® ® ® ®
FEE PROPOSAL COMTRACT COMSULTANT E- PROJECT PROFESSIOMAL MOTICE TO
WRITTEN SIGNATURE MAMAGER/LE E- SERWICES PROCEED
SIGMNATURE DIRECTOR E-
SIGMNATURE

Statewide Contract Modification - 1

Tunnel Bridge

Consultant Firm: Strand Associates, Inc. ¢/o PEH

Agreement Number:

2020-04-16

Comments

Time Extension Only:

Current eMARS End Date: @

6/30/2020

Prime Consultant:

Strand Associates, Inc. ¢/o PEH

Documents

PONZ:

Requested eMARS End Date: @

08/28/2020

Consultant Project Managern:

Calvin Broadus

Current Upset Limit:

1,000,000

B Save

1
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08/28/2019 08/28/2019

09,/04/2019 09/05/2019

09/12/2019 09/12/2019

09/12/2019 08/11/2019

08/12,/2019 09/13,/2019

09/19/2019 09/19/2019

=+ AdHoc Event

12.1.3 Create Draft Notice to Proceed Document
Create Draft Notice to Proceed (PSA):

e Once the requested Contract Modification has been approved, the draft Notice to Proceed
document shall be created.

e  The KYTC Professional Services Admin shall select the “Notice to Proceed” option from the
“Documents” tab to generate the draft Notice to Proceed document.

e The KYTC Professional Services Admin shall send an email notification to the Professional Services
Director requesting that they review the Notice to Proceed document.

@ Documents

+ Upload Document

Motice To Proceed
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@ Documents

=+ Upload Document

Modified By Content Type
MoticeToProceed-2020-04- 8/28/2019 Landes, Jason MoticeToProceed  Edit u
16.docx (KENTC)

12.1.4 Approve Draft Notice to Proceed Document
Approve Draft Notice to Proceed Document (PS Director):

The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.
Upon approval of the Notice to Proceed document, the Professional Services Director shall send an
email notification to the following:

o Primary Consultant Project Manager

o KYTC Project Manager

o KYTC Location Engineer

o Professional Services Admin

12.2 Statewide Contract Modification with Fee
A Statewide Contract Modification with Fee can be requested when a fee increase (or decrease) is
required. Additional time may also be requested in this type of Modification.

12.2.1 Request Statewide Contract Modification with Fee
Request Statewide Contract Modification with Fee (Primary Consultant Project Manager:

The Primary Consultant Project Manager can begin the process of requesting a Statewide Contract
Modification by selecting the “+ Request Modification” option within the Statewide Contract’s
“Modifications” tab.
o Note: The KYTC Project Manager or KYTC Professional Service Admin may also request a
Modification as needed.
Selection of the “+ Request Modification” option shall display the “Request Statewide Modification”
pop-up window.
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@ Modifications

Mod Motice to Proceed Upset
# Comment Status Date Limit
OA&  Original Agreement 12/27/2019 £1,000,000
1 Time Extension Only: Tirme extension only Motice to 2195209 £25,000 m
request. Proceed
Total:
1,025,000

=+ Request Modification

e The useris required to enter the following fields:

o Time Extension Only
= Toggle to “No” indicates a Modification with Fee

= Note: A Modification with Fee may also include a Time Extension request.
o Requested eMARS End Date
=  The Calendar shall default to +12 months from the current date of request.

o Requested Upset Limit Increase
= Value entered into this field shall increase / decrease the value in the “Total Upset
Limit” field.
o Comments
e Selection of the “Save” option shall save the Contract Modification to the PSR2 application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PSR2 application.

Request Statewide Modification

Time Extension Only Current eMARS End Date @ Requested eMARS End Date @
®No OYes 6/30/2020 08/28/2020
Current Upset Limit Requested Upset Limit Increase Total Upset Limit

$ 1,000,000 $ | 25000 £ 1,025000.00

Comments

Upset Limit Increase of $25,000. |

A

m

12.2.2 Statewide Contract Modification with Fee Screen
e Upon selection of the “Save” option, the user shall be navigated to the Statewide Contract

Modification with Fee screen.
e Each individual Statewide Contract Modification screen shall display the following:
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Statewide Contract Modification with Fee details
Milestone Progress Bar

Schedule

o Documents tab

o O O

e User may update the following fields as needed:
o Comments
o Requested eMARS End Date
o Consultant Project Manager

Tunnel Bridge / Statewide Contract Modification

Selection of the “Save” option shall save the Contract Modification to the PSR2 application.
Selection of the “Cancel” option shall NOT save the Contract Modification to the PSR2 application.

FEE PROPOSAL CONTRACT COMSULTAMT E- PROJECT PROFESSIONAL MOTICE TO
WRITTEN SIGMATURE MAMAGER/LE E- SERVICES PROCEED
SIGMATURE DIRECTOR E-
SIGMNATURE
Statewide Contract Modification - 2
Tunnel Bridge
Consultant Firm: Strand Associates, Inc. ¢/o PEH
Agreement Number: POMN2:
2020-04-16
Comments
Time Extension Only: Requested Upset Limit increase of $25,000.
Current eMARS End Date: @ Requested eMARS End Date: @ Current Upset Limit:
6,/30/2020 08/28/2020 1,025,000
Prime Consultant: Consultant Project Manager:
Strand Associates, Inc. ¢/o PEH Calvin Broadus v

& Documents
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08/28/2019 08/28/2019

09,/04/2019 09,/04/2019

09/12/2019 09/12/2019

09/12/2019 09/13/2019

09/12/2019 09/12/2019

09,/19/2019 09/20/2019

=+ AdHoc Event

12.2.3 Create Draft Notice to Proceed Document
Create Draft Notice to Proceed (PSA):

e Once the requested Contract Modification has been approved by the KYTC Professional Services
group, the draft “Notice to Proceed” document shall be created.

e The KYTC Professional Services Admin shall select the “Notice to Proceed” option from the
“Documents” tab to generate the draft Notice to Proceed document.

e The KYTC Professional Services Admin shall send an email notification to the Professional Services
Director requesting that they review the Notice to Proceed document.

@ Documents

+ Upload Document

Motice To Proceed
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@ DCocuments

=+ Upload Document

Modified
Name Date Modified By Content Type
MNoticeToProceed-2020-04- 8/28/2019 Landes, Jason MNoticeToProceed  Edit n
To.docx (EXYTC)

12.2.4 Approve Draft Notice to Proceed Document
Approve Draft Notice to Proceed Document (PS Director):

e The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.

e Upon approval of the Notice to Proceed document, the Professional Services Director shall send an
email notification to the Primary Consultant Project Manager, KYTC Project Manager, KYTC Location
Engineer and Professional Services Admin.

13 Create Project Specific Contract Widget

Professional Services is the Division responsible for the selection of Consultant engineering firms
contracted to provide design services for roadway and bridge projects (Project Specific contracts).
Contracts can include multiple Projects, but a Project cannot have more than one Contract.

The “Create Contract” widget shall enable authenticated users the ability to create a Project Specific
Contract.

The following roles shall have access to the “Create Contract” widget:

e KYTCPSA

e  KYTC District Branch Manager
e KYTC District Project Manager
o KYTC Location Engineer

Select “Create Contract” widget:

e Selection of the “Create Contract” widget within the Dashboards hall navigate the user to the
“Create Contract” screen.

. _________________________________________________________________________________________________|
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Create Contract

User Division: Functional Class:
User Division v

Phase: Terrain Type:
Phase Types ¥

District: Urban Rural Area:
District v

[tem Mumbers: Froject Managern
Select T

Item Description:

Create Project Specific Contract:

e Selection of the “Create Contract” widget within the Dashboard shall navigate the user to the “Add
Project Specific Contract” screen.
e User shall be able to enter the following:
o User Division
Phase
District
Iltem Numbers (populates with 6YP data based on “District” value entry)
Item Description (populates with 6YP data based on “ltem Number” entry)
Functional Class (populates with 6YP data based on “Item Number” entry)
Terrain Type (populates with 6YP data based on “Iltem Number” entry)
Urban Rural Area (populates with 6YP data based on “ltem Number” entry)
|
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o Project Manager

e Selection of the “Save” option shall save the Project Specific Contract to the PSR2 application.
o The newly created Project Specific Contract shall display in the “Contracts - Project Specific
Contracts” grid within the Dashboard.

e Selection of the “Close” option shall NOT save the Project Specific Contract to the PSR2 application.

14 Project Specific Contracts

Project Specific Contract details can be viewed by selecting the desired contract within the “Project
Specific Contracts” grid. Each individual Project Specific Contract screen shall display the following:

e Project Specific Contract details
e Milestone Progress Bar

e Event Schedule

e Projects tab

e Modifications tab

e Documents tab

e Selection Committee tab

e Comments tab
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N\ F Y N\ Y a1 N
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ADVERTISEMEMNT RESPOMSE DATE FIRST SELECTIOM  PRE-DESIGN FEE PROPOSAL  DEPARTMENT CONTRALCT NOTICE TO
POSTED MEETING CONFERENCE ESTIMATE NEGOTIATIONS PROCEED
RECEIVED

Project Specific Contract

3-8852 | WARREN | KY-884 Contract Status - Open
Contract Type: Phase: PONZ:

Project-Specific Final W 1800001005
Agreement Number: User Division: Praject Manager:

2018-02-2 Highway Design v Wendy Southworth
Approximate Fee: Proposed Fee: Negotiated Fee:

$ 500,000 $ | 426,165 $ | 360,740
Primary project Number: eMARS End Date:

3-8852 12/7/2019

& Projects

@ Modifications

& Documents
@ Selection Committes

@ Comments

Milestone Progress Bar:

The Milestone Progress Bar displays along the top of the Statewide Services Contract screen. The
Milestones depicts when key contract events are completed (e.g. Response Date, Fee Proposal, Notice
to Proceed, etc.)

Schedule:

The Schedule displays along the right side of the Statewide Contract screen. Selection of the “Schedule
tab” shall display the Schedule fly-out.

]
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The Schedule displays the Event Dates for each contract based on offset work days or the number of
days expected to complete a given contract event. For example, once the “Response Date” event is
completed, the “First Selection” event should be completed within 6 days after, etc.

The Schedule also displays the “Completed Date” for each event and the “Difference” (or the days ahead
of or behind schedule, each event is).

g— F_ " e
Schedule
Event Schedule Date ~ Completed Difference @
Date
Advertisement Posted 05/08/2017 05,/09/2017 0
Response Date 05/31/2017 05/31/2017 0
First Selection Meeting 06/05/2017 06/05/2017 0
Final Selection 06/21/2017 06/21/2017 0
2 =Ry G 06/28/2017 06/26/2017 -2
000004 Fee Proposal 07/28/2017 071172017 -1
H
Department Estimate Received 07/28/2017 07/13/2017 -9
et M Contract Negotiations 08/25/2017 07/21/2017 -14
Contract Written 09/01/2017 08/03/2017 4
indy Tu | -
Consultant e-Signature 09/18/2017 08/09/2017 8
. Project Manager/LE e-Signature 09/19/2017 08/23/2017 2
jotiated i
ASHE e-Signature 09/19/2017 08/23/2017 2
389.4 -
SHE e-Signature 09/19/2017 08/23/2017 2
Secretary e-Signature 09/19/2017 08/23/2017 2
Notice to Proceed 09/26/2017 08/28/2017 -2
Procurement Difference: -21 Days
Duration: 79
Days
G + AdHOC [l -
De|

Modifications Tab:

The Modifications Tab displays a grid of all the Contract Modifications for a given Statewide contract.
Users may request a Contract Modification from this tab or view an existing Modification.

@ Modifications

Mod # Phase Comments Status eMARS End Date As Negotiated Fee
OA Preliminary Original Agreement 12/31/2020 $301,491
1 Preliminary US 31 W to KY 218 Connector 12/31/2020 $152,716

Total: $454,207

=+ Request Madification
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Documents Tab:

The Documents Tab displays applicable documents for each Statewide Contract (e.g. Advertisement /
RFP, Contract, Notice to Proceed, etc.). Users may upload, edit and delete documents based on their
user role.

@ Projects

@ Modifications View All

@ Documents

<+ Upload Document

Name Modified Date Meodified By Content Type
Qk4 Oldham AsNegFee.pdf 7/29/2019 Admin, SharePoint Document Edit u
PHEComparison-5-483.3.xlsx 7/29/2019 Admin, SharePeoint  Document Edit u
5-483.30 Location Map.pdf 7/29/2019 Admin, SharePoint Document Edit u
5-483.30 Location Map.jpg 7/29/2019 Admin, SharePoint Document Edit u
2019-10 - Oldham 5-483.30 |I-71.docx 7/29/2019 Admin, SharePoint Document Edit u
SelectionLetters-2019-10-1.docx 7/29/2019 Admin, SharePcint Document Edit u
SimilarNegotiatedProjects-05-00483.30.xlsx ~ 7/29/2019 Admin, SharePoint Document Edit n
@ Selection Committee

& Comments

Selection Committee:

The Selection Committee Tab displays the following:

e Selection Committee Pool members
o 1 Governor’s Pool member (non-KYTC)
o 2 Secretary’s Pool members (Professional Engineers)
o 2 User Division Pool members (normally KYTC Project Managers)
e KYTC Project Manager
e Prime Consultant Firm Name
e Consultant Project Manager

Comments Tab:

The Comments Tab allows users to add Comments or reminders related to the Statewide Contract.
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@ Comments

8/27/2019 10:12:17 AM-KYTC\jason.landes YT ——

Please review the updated Contract Document.

15 Attach Project Specific Contract to Bulletin

Prior to the creation of the Advertisement document, the KYTC user must first attach the Project Specific
Contract to the desired Bulletin Number.

Attach Project Specific Contract to Bulletin Number (KYTC District Project Manager and KYTC PSA):

e Selection of the “Attach to Bulletin” option under the “Agreement Number” field within the Project
Specific Contract page shall display a list of available Bulletin numbers.
o Only available Bulletin listings shall be displayed for selection.
o Upon selection of the desired Bulletin number the user shall select the “Attach” option to
“Agreement Number” field populated with the Bulletin Number (e.g. 2019-05 (Nov 2019)).
e Upon attachment of the Bulletin Number, the user shall see the option to create an Advertisement
document within the “Documents” tab.

Attach to Bulletin

2020-05 (Mov 2019)

@ Documents

+ Create ~ =+ Upload Document

Advertisement
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Detach Bulletin Number from a Project Specific Contract (KYTC District Project Manager and KYTC

PSA):

e Selection of the “Detach” option under the “Agreement Number” field within the Project Specific
Contract screen shall display the “Are you sure? — This will detach this Contract from the Bulletin”
pop-up window.

o Selection of the “Yes” option shall detach the Project Specific Contract from the Bulletin and
display the “Detached! — The Contract has been detached from the Bulletin” pop-up window.
e Detaching the Bulletin from the Contract will also remove the “Create Advertisement”
option within the “Documents” tab.

o Selection of “Cancel” option shall collapse the dialog box and the Contract shall remain attached
to the Bulletin.

Project Specific Contract
1-31017 | |
Contract Type: Phase:
Project-Specific Final r
Agreement Mumber: User Division:
2020-05-4 Construction o

Are you sure?

This will detach this Contract from the Bulletin

.
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Detached!

The Contract has been detached from the Bulletin

16 Create Advertisement (RFP)

Advertisements or Request for Proposals (RFP) is a document listing the following:

e Project Description

e Project Manager

e Approximate Fee

e Scope of Work

e Available Studies

e Prequalifications

e Procurement Schedule

e Project Schedule

e Evaluation Factors

e Selection Committee members

The Advertisement document is posted the second Tuesday of each month within the Bulletin on the
Professional Services website to solicit consultants for the advertised job.

The following functionality is completed and is ready for testing:

e (Create Advertisement (RFP)
e Add/ Edit Advertisement Prequalification Service Checklist
e View / Edit / Delete Advertisement (RFP)

Create Advertisement:

Prior to creating an Advertisement, the Project Specific contract must be have an Agreement Number
that attaches the contract to a specific Bulletin posting date.

e An authenticated user can select the “Create - Advertisement” option under the Project Specific
Contract “Documents” tab to begin the creation of a new Advertisement.

e An authenticated user will see an “Add Advertisement” pop-up window that displays the
Prequalification checklist containing a list of available services that will be provided by either KYTC
or the Consultant.

. _________________________________________________________________________________________________|
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Add / Edit Advertisement Prequalification Options:

Upon selection of the “Create — Advertisement” option, the LE, PM or PSA will see an “Add
Advertisement” pop-up window that displays the Prequalification checklist containing a list of
available services that will be provided by either KYTC or the Consultant.

o The selected options are represented on the prequalification section of advertisement

template.

An authenticated user can select the “Create” option to initiate the creation of a new Advertisement
document.

o User shall then see the Advertisement documents displayed in the “Documents — Grid”.

View / Edit / Delete Advertisement:

An authenticated user can select the Advertisement document from the grid to open the document
(Word).
An authenticated user can select the “Edit” option to edit the Advertisement document.
o User will be navigated to SharePoint site.
An authenticated user can select the “Trash / Delete” option to delete the Advertisement
document.
o User shall see a dialog box — “Are you sure? — This will remove this Document
o User selection of “Confirm” shall delete the Advertisement from the “Documents — Grid”

1”7
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Add Advertisement =
DEE
Aviation Provided By: ® KYTC © Consultant © N/A
Construction Engineering Services Provided By: ® KYTC © Consultant © N/A
Environmental & UST Services Provided By: ® KYTC © Consultant © N/A
Environmental Aquatic & Terrestrial Ecosystems Analysis Provided By: ® KYTC © Consultant © N/A
Environmental Archeology & Other Services Provided By: ® KYTC © Consultant O N/A
Geotechnical Services Provided By: ® KYTC © Consultant © N/A
Intelligent Transportation Systems Provided By: ® KYTC © Consultant © N/A
Maintenance / Bridge Maintenance Services Provided By: ® KYTC © Consultant © N/A
Right of Way Provided By: ® KYTC © Consultant © NjA
Roadway Design Provided By: ® KYTC © Consultant © N/A
Structure Design Provided By: ® KYTC © Consultant © N/A
Traffic Engineering Provided By: ® KYTC © Consultant © N/A
Transportation Delivery Systems Provided By: ® KYTC © Consultant © N/A
Transportation Planning Provided By: ® KYTC © Consultant © N/A
Utility Design Provided By: ® KYTC © Consultant © N/A

17 Advertisement / RFP Approval — Project Specific

The monthly Procurement Bulletin will contain one or many Advertisements / RFPs containing both
Project Specific and Statewide projects. Each individual Advertisement is reviewed and approved by
KYTC before being packaged into the monthly Bulletin. Once packaged, the Bulletin is posted to the
Professional Services website (indicated by a Bulletin ID).

Prior to Bulletin posting, a Project Specific Advertisement requires a series of KYTC approvals. Each
approval step shall be initiated within the PSR2 application. KYTC users are notified of pending approval
requests via email notifications. Each email notification contains information related to the
Advertisement and links that navigate the user to the appropriate Advertisement Approval page based
on their user role.

In most instances, a KYTC District Project Manager will create a Project Specific Advertisement and
initiate the internal KYTC approval process. However, there will be instances that the KYTC PSA or PS
Director roles will need to create an Advertisement and expedite its approval to include as part of the
monthly Procurement Bulletin.

The KYTC Project Specific Advertisement approval process contains the following steps (i.e. Happy Path):

. _________________________________________________________________________________________________|
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e KYTC Project Manager creates the draft Advertisement document within the Project Specific
Contract’s “Documents” tab.

o KYTC Project Manager selects the “Advertisement Approval” option next to the
Advertisement document within the “Documents” tab that navigates them to the
“Advertisement Approval” screen.

o KYTC Project Manager initiates the approval process by selecting the “Send
Advertisement for Approval” fly-out option within the “Advertisement Approval”
screen.

= PSR2 system sends an email approval request to the KYTC Location Engineer (LE)
for that contract.

Advertisement Approval

Bulletin |D: 2020-05 (November)
Advertising Date: 11/12/2019
) )
© & 0,
Agreement # Project Description Status Date Approximate Fee

12-13402 | Jehnson | Ky-172 8/11/2018 Created By System $450,000

Are you sure that you want to initiate =
the approval process for this
advertisement?

Comment:

4

|
...

e Upon receipt of the email approval request, the KYTC Location Engineer (LE) selects a link that
navigates them to the appropriate “Advertisement Approval” screen.

o KYTC Location Engineer may make update minor updates / modifications to the
Advertisement document prior to approving.

o KYTC Location Engineer selects the “Approve Advertisement” fly-out option within the
“Advertisement Approval” screen.

o PSR2 system sends an email approval request to the KYTC Location Engineer for that
contract.

. _________________________________________________________________________________________________|
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Advertisement Approval

Eulletin ID: 2020-05 (November)
Advertising Date: 11/12/2019

X ) )
o— © O ©

Agreement # Project Description Status Date Approximate Fee

12-134.02 | Johnson | KY-172 B/27/2019 K¥TC\jason Jandes 5450.000

e Upon receipt of the email approval request, the KYTC User Division Director (UDD) selects a link

that navigates them to the appropriate “Advertisement Approval” screen.
o KYTC User Division Director (UDD) may make update minor updates / modifications to

the Advertisement document prior to approving.
o KYTC User Division Director (UDD) selects the “Approve Advertisement” fly-out option

within the “Advertisement Approval” screen.
o PSR2 system sends an email approval request to the KYTC Professional Services Director.

Advertisement Approval

2ulletin 10: 2020-05 (November)
Advertising Date: 11/12/2019

i Assoriate with Another Bulletin

()
ZF

D History

 Back

Agreement # Project Description Status Date Approximate Fee

2020-05-3 12-124.02 | Johnson | K¥-172 8/27/2018 KYTC\jasonlandes $450,000

e Upon receipt of the email approval request, the KYTC Professional Services Director selects a link

that navigates them to the “Bulletin Grid” screen.
o KYTC Professional Services Director may make update minor updates / modifications to

the Advertisement document prior to approving.

o KYTC Professional Services Director selects the “Director Approval” option
within the within the “Bulletin Grid” screen and then the “Approve Selected”
option.

o PSR2 system sends an email approval request to the KYTC State Highway Engineer (SHE)

and KYTC Secretary offices.
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Bulleting / Bulletin Project Grid

Bulletin Project Grid

Bulletin ID: 2020-05 (November)
Advertising Date: 11/12/2019

Final
Approximate Director SHE Secretary  Bulletin
Fee Approval Approval Approval Approval
2020-05-1 12-134.02 | Professional &/27/2019 450 000 L Wiew Advertisement
JOHMSON | Services KYTC\jason landes Ecit Advertisament
Ky-172 | Finalizes

Scoping Study  Adwertisement

A Dedine Selected | 4k Associate with Another Bulletin B Approve Selected

e Upon receipt of the email approval request, the KYTC State Highway Engineer (SHE) selects a link
that navigates them to the “Bulletin Grid” screen.

o KYTC State Highway Engineer (SHE) may make update minor updates / modifications to
the Advertisement document prior to approving.

o KYTC State Highway Engineer (SHE) selects the “SHE Approval” option within the within
the “Bulletin Grid” screen and then the “Approve Selected” option.

o PSR2 system sends an approval email to the KYTC Professional Services Director.

= Note: This step may be concurrent with the “Secretary” approval step.

Bulleting / Bulletin Project Grid

Bulletin Project Grid

Bulletin 1D: 2020-05 (November)
Advertising Date: 11/12/2019

Final
Approximate SHE Secretary  Bulletin
Fee Approval Approval Approval
202044-1 2-T9 | UNION | Secretary B/28/2019 50 v ) View Advertisement
US-60 | Right of Approval KYTCyasonlandes Edit Advertisement
Way

A\ Dedine Selected | Ak Associate with Another Bulletin B Approve Selected

e Upon receipt of the email approval request, the KYTC Secretary selects a link that navigates

them to the “Bulletin Grid” screen.
o KYTC Secretary may make update minor updates / modifications to the Advertisement

document prior to approving.

JASON LANDES (KYTC) 95



o KYTC Secretary selects the “Secretary Approval” option within the within the “Bulletin
Grid” screen and then the “Approve Selected” option.
o PSR2 system sends an approval email to the KYTC Professional Services Director.
= Note: This step may be concurrent with the “SHE” approval step.

Bulleting / Bulletin Project Grid

Bulletin Project Grid

Bulletin ID: 202005 (November)
Advertising Date: 11/12/2019

Approximate SHE Secretary
Fee Approval  Approval
20204481 2-T9 | UNION | Awaiting 8/28/2019 $0 v L O View Advertisement
US-60 | Right of Approval For KYTO\jason.landes ENE Acvertisement
Way Bulletin

A\ Dedine Selected A\ Assocate with Another Bulletin

e Upon approval from both the KYTC SHE and Secretary Offices, the KYTC Professional Services
group will package all of the approved Advertisements for that month into the Bulletin.
e KYTC Professional Services group will post the Procurement Bulletin to the Professional Services

website on the Advertisement Date.

Bulleting / Bulletin Project Grid

Bulletin Project Grid

Bullebr 10t 2020-05C (August)
Acvertmng Date: 8152018

2020051 2-859 | CHRISTIAN | Ready For  §/&2009 $500,000 L L L View Advertisement
W5-43 | Preliminary Sulletin K¥TC gty hill Edit Acvertisemant

A Dechne Selected Seoaale B I-'_-||_|i.I Bulletin For F‘t:-'-.r.lr'-:_;
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18 Estimates — Project Specific Contracts

Once the Selection Committee selects the Primary Consultant for a Project Specific Contract and a
Scoping Meeting is held, the Estimates process may begin.

The PSR2 Estimates interface provides a central location to collect Production Hour Estimates. This
allows for the submission of consistent person-hour estimates, which will provide easier reporting and
analysis of historical negotiated project costs and compare projects of similar scope.

The PSR2 Estimates workflow for Project Specific Contract includes the following steps:

e  Submit Agreed Units

e Agreed Units Approval

e Consultant Estimates

e  Submit KYTC Estimates

e KYTC Estimates Approval

o Offer Negotiated Amounts
o Accept Negotiated Amounts

To navigate to the desired Estimates worksheet:
e User opens the Project Specific Contract from the Dashboard.
e User selects the “Estimate” option within the “Projects” tab.
e User navigates to “Estimates” screen.
e User selects “Estimate Worksheet” type.
e Selected Estimate Worksheet displays (e.g. Highway Design, Right of Way, etc.).

@ Projects

18.1 Estimates — Submit Agreed Units

The first step in the Estimates process is for the Primary Consultant Project Manager to enter and
submit “Agreed Units” in the Estimates worksheet.

Please note: The PSA can also enter and submit Agreed Units on behalf of the Consultant. In addition,
the Project Manager (Central Office), Project Manager (District) and Location Engineer can enter in

Agreed Units, but are unable to submit them.

Agreed Units Submission:

e The Consultant user enters the “Crew” value for each line item under “Agreed Units”.
o System will pre-populate “1” as the “Crew” value for every row.
o System will display a blank cell for “Crew” if the value is “1”.
o System will pre-populate “Unit Type” from the “Estimate Items” type table.
o The Consultant user can select the appropriate “Unit Type” if it is different from the pre-

populated value.
|
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e The Consultant user can enter the "Amount" for appropriate line items.
e The Consultant user can add “Miscellaneous” line items for each Sub-Category marked
“Miscellaneous”
o The Consultant user is unable edit the “No” field.
e The Consultant user selection of the fly-out on the right side of the page shall expand to display
the following options:
o Save Without Submitting
= An authenticated user can select the “Save without submitting” option to save
the current estimate worksheet without submitting.
= User should see a confirmation box — “Value will be saved but not submitted.
Please remember to submit these values once finished.”
o Submit Units for Approval
= An authenticated user can select the “Submit Units for Approval” option to
submit the agreed units for approval.
= User should see a confirmation box - "Are you sure that you wish to submit
Agreed Units? “
= Upon submittal, the KYTC Project Manager shall receive an email notification.

o History
= An authenticated user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
= An authenticated user can select “Back” to return to Contract screen.
Estimates
Project Specific Contract
9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH Bisave Without Submitting
Estimate Worksheet | ooy pesign . B submit Units For Approval
D History
© ©® ® 0} -
No. Hem Crew Unit Type Amount

Survey

Reconnaissance

1 Control - fexisting)
2 utilties - (data gathering, identification & contact)

Number . 5000

3 Drainage - isink holes, streams, pipes, etc)
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Are you sure that you wish to
submit agreed units?

18.2 Estimates — Agreed Units Approval

The next step in the Estimates process is for KYTC to approve the submitted Agreed Units. Typically, this
step is completed by the KYTC District Project Manager, but can also be completed by the KYTC District
Branch Manager or the KYTC Location Engineer.

Agreed Units Approval:

e The KYTC user opens the Estimates Worksheet to begin “Agreed Units Approval”.
The KYTC user can edit the “Crew” value for each line item.

o System will pre-populate “1” as the “Crew” value for every row.

o System will display a blank cell for “Crew” if the value is “1”.

o System will pre-populate “Unit Type” from the “Estimate Items” type table.

e The KYTC user can edit the appropriate “Unit Type” if it is different from the pre-populated
value.

e The KYTC user can edit the "Amount" for appropriate line items.
e The KYTC user can edit “Miscellaneous” line items for each Sub-Category marked
“Miscellaneous”.
o The KYTC user is unable to edit the “No” field.
e Upon edit of any field, a dialog box will display — “You are about to change previously submitted
agreed unit valued. Once Saved, old values will be overwritten.”
e The KYTC user can expand the fly-out on the right side of the page to see the following options:
o Approve Agreed Units
= The KYTC user can select the “Approve Agreed Units” option.
= The KYTC user should see a confirmation box - "Are you sure you want to
approve the Agreed Units? Once approved, the list of "ltems", "Unit Types" and
"Amounts" may not be changed"
= The KYTC user cannot make updates to "Item", "Crew", "Unit Type" and
"Amount" after "Agreed Units" Approval.
e Only users on the "Estimates Overrides" exception list will be allowed to
update these values after approval
= After “Agreed Units” are approved, the KYTC user can see that all items where:
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e “Amount” = 0 should be hidden

e Sub-Categories with no items are hidden
e All Categories with no sub-categories are hidden
= Upon approval of “Agreed Units” values, the Primary Consultant Project
Manager shall receive an email notification.
o Save Without Submitting
=  The KYTC user can select the “Save without submitting” option to save the
current estimate worksheet without submitting.

e The KYTC user should see a confirmation box — “Value will be saved but

not submitted. Please remember to submit these values once finished.”
o History

=  The KYTC user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back

The KYTC user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH B Approve Agreed Units

Estmate Worksheet |yt Design

A Total Estimste Override

D History

© {5) ) ()
A\ A € Back

UNITS ESTIMATE
suBmission JRMISSICN
No. ltem Crew Unit Type Amount

Survey

Reconnaissance

1 control - (edsting)
Urtilites - (data gathering, identification & contact)

Humber v | 500000

3 Dusinage - sink holes, streams, pipes, etc)

Are you sure you want to approve
the Agreed Units? Once approved
the list of items, unit types, and
amounts may not be changed.
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18.3 Estimates — Consultant Estimates

The next step in the contract negotiation process is for the Primary Consultant Project Manager to enter
estimates for "Hrs. /Unit" values.

Enter Consultant Estimates:

e The Consultant user can see the “Agreed Units” and “Consultant Estimates” columns.
e The Consultant user can enter Consultant Estimate "Hrs. /Unit" values for each row.
e The Consultant user can expand the fly-out on the right side of the page to see the following
options:
o Save Without Submitting
= The Consultant user can select the "Submit Consultant Estimates" option.
= The Consultant user should see a confirmation box - "Are you sure you want to
submit the Consultant Estimates? Once submitted, the Consultant Estimates may
not be updated".
o Submit Consultant Estimates
= The Consultant user can select the “Save without submitting” option to save the
current estimate worksheet without submitting.
= The Consultant user should see a confirmation box — “Value will be saved but not
submitted. Please remember to submit these values once finished.”
=  Upon submittal of “Consultant Estimates” values, they KYTC Project Manager, KYTC
Location Engineer and KYTC PSA shall receive email notifications.
o History
= An authenticated user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
= An authenticated user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | 1-64
Strand Associates, Inc. ¢/o PEH Bsave Without Submitting

Estimates have not yet been submitted.

Estimate Worksheet Highway Design v Bisubmit Consultant Estimates

BNsubmit KYTC Estimates.

C A Total Estimate Override
¢

& Estimate Totals

"D History

€ Back
Consultant Totals: 0.00
KYTC Totals: 0.00

No. Item Crew  UnitType Amount  Hrs/Unit Total  Hrs/Unit Total
Survey
Reconnaissance

1 Control - fexisting) 3 Mile v] 10000

2 Utilities - (dats gathering, identification & contsct) 2 Numbet vl osoonoo pg
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Are you sure you want to submit
the consultant estimates? Once
submitted, the consultant
estimates may not be updated.

18.4 Estimates — Submit KYTC Estimates
This step allow the KYTC Project Manager to enter / submit Estimates for "Hrs. /Unit" values.

Note: If the Consultant Estimate is under 500 hours, the DBM / PM, LE or PSA shall immediately see a
dialog box upon entry of the Estimates screen — “The consultant firm has submitted as estimate totaling
less than 500 hours. Would you like to copy those values to your KYTC estimate? You will have the
chance to edit these values before submission.”

Submit KYTC Estimates:
e The KYTC user can view the “Agreed Units” and “KYTC Estimates” columns.
e The KYTC user can enter KYTC Estimates "Hrs. /Unit" values for each row.
e The KYTC user can expand the fly-out on the right side of the page to see the following options:
o Save Without Submitting
= The KYTC user can select the “Save without submitting” option to save the current
estimate worksheet without submitting.
= User should see a confirmation box — “Value will be saved but not submitted. Please
remember to submit these values once finished.”
o Submit KYTC Estimates
=  The KYTC user can select the “Submit KYTC Estimates” option to submit the
worksheet for approval.
= The KYTC user shall see a dialog box — “Are you sure you want to submit the KYTC
estimates?”
= Upon submittal of “KYTC Estimates” values, the KYTC Location Engineer shall receive
an email notification.
o Total Estimate Override (Only for PSA role)
= The KYTC PSA can select the “Total Estimate Override” option.
=  The KYTC PSA should see a confirmation box — “All approvals for this worksheet will
be reset. Do you wish to proceed?”
=  The KYTC PSA selection of this option shall reset the Estimate Worksheet to the
“Agreed Units Submission” step.
o History

. _________________________________________________________________________________________________|
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= The KYTC user can select “History” from fly-out to view a timestamp of submission
including the user name.

o Back
= An authenticated KYTC user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH

Consultant Totals: 2,030,000.00
KYTC Totals: - 2030000.00

1 Conrol - esisting) 3 R TR TE 2,00000 © 3000000

Utiities - (data gathering icertification &econtact) 2 Humber v] 400000 20000 200000000 | apg 2000000.00

Are you sure you want to submit
the KYTC estimates?

18.5 Estimates — KYTC Estimates Approval
The KYTC Location Engineer can approve KYTC Estimates for "Hrs. /Unit" values to progress the
Estimates process.

Approve KYTC Estimates:
e The KYTC Location Engineer can see the “Agreed Units”, “Consultant” and “KYTC” columns.
e The KYTC Location Engineer enters KYTC Estimates Approval "Hrs. /Unit" values for each row.
o Upon value edit, a confirmation box will open — “You are about to change previously
submitted KYTC estimate values. If you continue, estimate approval progress will be reset.”
o The KYTC Location Engineer selection of “Confirm” option shall take user back to the KYTC
Estimate Submission.
o The KYTC Location Engineer can expand the fly-out on the right side of the page to see the following
options:
o Approve KYTC Estimates
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= The KYTC Location Engineer can select the “Approve KYTC Estimates” option to
submit the worksheet for approval.
= User shall see a dialog box — “Are you sure you want to approve KYTC estimates?”
=  Upon approval of the “KYTC Estimates” values, the Primary Consultant Project
Manager and KYTC Project Manager shall email notifications.
o Total Estimate Override (Only for PSA role)
=  The KYTC PSA can select the “Total Estimate Override” option.
e The KYTC PSA should see a confirmation box — “All approvals for this
worksheet will be reset. Do you wish to proceed?”
e The KYTC PSA selection of this option shall reset the Estimate Worksheet to
the “Agreed Units Submission” step.
o History
=  An authenticated KYTC user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back

=  An authenticated KYTC user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | 1-64
Strand Associates, Inc. ¢/o PEH
Estimate Werkshoat: tighway Desion . B Approve KYTC Estimates

A otal Estimate Override

1B Estimate Totals

GREED

D History

e v o

Consultant Totals: 2,039,000.00
KYTC Totals: 2,030,000.00

[ Crew  UnitType Amount  HesfUnit  Tetal Hrs/Unit Total
Survey
Reconnaissance
Control - (exsting) s v +1 | 0000

2 uiilities - (data gathering, identification & contact] 2 ‘ ] sooos0

Are you sure you want to approve
KYTC estimates?

18.6 Estimates — Offer Negotiated Amounts
Once KYTC Estimates are approved, the KYTC PSA enters and submits "Negotiated Amounts" values.
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Offer Negotiated Amounts:

The KYTC PSA can see the “Agreed Units”, “Consultant”, “KYTC”, “Difference”, “Offered” and
“Ranges Hrs. / Unit (Min / Max) columns.
The KYTC PSA on the “Negotiated Amounts Offerings” Estimates step should see the "Negotiated
Hrs. /Unit" with the values from the "Consultant Hrs. /Unit" if the "Negotiated Hrs. /Unit" values are
blank.
The KYTC PSA should see that the "Offered Hrs. /Unit" values are highlighted when they are not
equal to the "Consultant Hrs. /Unit" values.
The KYTC PSA can add/remove/edit the "Negotiated Hrs. /Unit" values for each item.
o The KYTC PSA should see a dialog box — “You are about to change previously submitted KYTC
estimate values. If you continue, estimate approval progress will be reset.”
o The KYTC PSA selection of “Confirm” option shall return the user back to the “KYTC
Estimates Submission” Estimates step.
The KYTC PSA can expand the fly-out on the right side of the page to see the following options:
o Submit Negotiated Amounts
= The KYTC PSA can select the “Submit Negotiated Amounts” option to send the
amounts to the consultant for approval.
e The KYTC PSA should see a confirmation box - "Are you sure you want to
offer the Negotiated Amounts? Once offered, the Production-Hour
Worksheet will be visible to the consultant, LE and PM".
= The KYTC PSA cannot offer the "Negotiated Amounts" until the Consultant Estimates
are submitted AND the KYTC Estimates are approved.
e The KYTC PSA should see an error message - "Negotiated Amounts may not
be offered until the Consultant Estimates have been submitted AND the
KYTC Estimates have been approved".
=  The KYTC PSA can NOT finalize the "Negotiated Amounts" until the "Negotiated
Amounts" have been offered
e User should see an error message - "Negotiated Amounts must be offered
before they can be accepted"
e Once "Negotiated Amounts" are accepted, only users on the "Estimates
Overrides" exception list can update these values.
= Upon submittal of the “Negotiated Amounts” value, the Primary Consultant Project
Manager, KYTC Project Manager and KYTC Location Engineer shall receive an email
notification.
o Save Without Submitting
= The KYTC PSA can select the “Save without submitting” option to save the current
estimate worksheet without submitting.
e The KYTC PSA should see a confirmation box — “Value will be saved but not
submitted. Please remember to submit these values once finished.”
o Total Estimate Override (Only for PSA role)
=  The KYTC PSA can select the “Total Estimate Override” option.
e The KYTC PSA should see a confirmation box — “All approvals for this
worksheet will be reset. Do you wish to proceed?”
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o History
n
o Back

Estimate Werksheet | ionay Design

Category

Consultant Total

KYTC Total

Negotiated Total

The KYTC PSA selection of this option shall reset the Estimate Worksheet to
the “Agreed Units Submission” step.

o Estimate Totals
The KYTC PSA can select the “Estimate Totals” option that shall display the
Production Hour Summary for the Estimate Worksheet:

The KYTC PSA can select “History” from fly-out to view a timestamp of submission
including the user name.

The KYTC PSA can select “Back” to return to Contract screen.

Strand Associates, Inc. ¢/fo PEH

Project Specific Contract
9-62 | Carter | I-64

o) o) o)
S S S
C o S
AGREED CONSULTANT e e
unITs ESTIMATES EsThATE EsTImaATE
SUBMISSION SUBMISSION AFPROVAL
Consultant Totals: 2,030,000.00
KYTC Totals: 2,030,000.00
Negotisted Totals: 2545000.00
No. ltem Crew  Unit Type Amount  Hrs/Unit Total Hr=/Unit Total Difference  Hrs/Unit Total
Survey
Reconnaissance
1 Control - (misting) e 10000 10000 | 3000000 - 3000000 000 4500000
2 Utilities - {data gathering, identification & contact) nbes 5,000.00 00.00 2,000,000.00 20000 200000000 (00 2500000.00
Estimates

Etmseworshiet oo

Project Specific Contract
9-62 | Carter | 1-64
Strand Associates, Inc. /o PEH

Consultant Totals: 2.030,000.00
KYTC Totals: 2,030,000.00
Negotiated Totals: 2545000.00

Survey

Reconnaissance

1 Control - (eusting)

Utiltes - (data gathering, dertification & contact)
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Are you sure you want to offer the
negotiated amounts? Once
offered, the production hour
worksheet will be visible to the
consultant, LE, and PM.

18.7 Estimates — Accept Negotiated Amounts

The final step in the Estimation process is for the Primary Consultant Project Manager to accept the
Negotiated Amounts. If Primary Consultant does NOT accept the Negotiated Offer, they can contact
Professional Services outside of the system for Negotiation Discussions.

Note: A KYTC PSA role may accept Negotiated Amount on behalf of the Consultant.

Accept Negotiated Amounts:

e The Consultant user can navigate to the Estimate worksheet to view the “Negotiated Amounts
Acceptance” step (view only).
e The Consultant user can see the “Agreed Units”, “Consultant” and “Offered” columns.
e The Consultant user can view the "Agreed Units", "Consultant Estimates", "KYTC Estimates",
"Difference" and "Negotiated Amounts" only once the "Negotiated Amounts are accepted.
o User should NOT see the far-right calculated fields (Only PSAs should see this).
e The Consultant user can expand the fly-out on the right side of the page to see the following
options:
o Accept Negotiated Amounts
= The Consultant user can select the “Accept Negotiated Amounts” option to accept
the negotiated amounts.

e The Consultant user should see a confirmation box - "Are you sure you want
to accept the Negotiated Amounts? Once Negotiated Amounts are
accepted, the Production-Hour Worksheet may NOT be edited.”

e Once Negotiated Amounts are accepted, the “Offered” header should
change to read “Negotiated”.

e Once Negotiated Amount are accepted, the assigned Consultant can view
the "Agreed Units", "Consultant Estimates", "KYTC Estimates", "Difference"
and "Negotiated Amounts".

e The Consultant user should NOT see the far-right calculated fields (Only
PSAs should see this).
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Estimate Worksheet

e The Consultant user shall NOT be able to edit any field on this page after
“Negotiated Amounts” are accepted.

o Estimate Totals
= The Consultant user can select the “Estimate Totals” option that shall display the
Production Hour Summary for the Estimate Worksheet:

e (Category
e Consultant Total
e KYTC Total

e Negotiated Total

o History

= The Consultant user can select “History” from fly-out to view a timestamp of

submission including the user name.

o Back

= The Consultant user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-62 | Carter | I-64

Strand Associates, Inc. ¢/o PEH

Highway Design

Consultant Totals: 2,030,000.00
KYTC Totals: 2,630,000.00
Megotiated Totals: 2,545,000.00

Survey

Reconnaissance

1 Control - {exsting) 3 waile *] 10000 10000 3000000 10000 3000000 040 15000 4500000
2z Utilties - (data gathering. identification & contacti 2 Number 7] 500000 0000 200000000 20000 200000000 000 25000 2500,000.00

Estimates
Project Specific Contract
9-62 | Carter | I-b4
Strand Associates, Inc. ¢f/o PEH

e —

@

o
o

®
¥o)

& Estimate Totak

E

= vy

Consultant Totsls: 2,030.000.00
KYTC Totals: 2.030.000.00
Megotisted Totals: 2,545,000.00

& Back

Survey

Reconnaissance

1 Conerol - it 2 "] W00 10000 MO0 10000 300000 000 500 2500000
2 Utlioes - dats gathering, sderiification & cortact) 2 Number 7] soonoo 20000 AMOM00D 0000 200000000 000 /000 250000000
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Are you sure you want to accept
the negotiated amounts? Once
accepted, the production hour
worksheet may not be edited.

Estimates
Project Specific Contract
9-62 | Carter | I-64
Strand Associates, Inc. ¢/o PEH

Estimate Workshoat

© ©

u
SUBMISION
Consultant Totals: 2,030,000.00

KYTC Totals: 2,030,000.00
Negotiated Totals: 2,545,000.00

Survey

Reconnaissance

1 Control- {esting) 3 *] 10000 10000 3000000 10000 3000000 000 15000 2500000

Utikties - (dsta gathering. identification & cortacti 2 Hurmibes "] 500000 20000 | 200000000 20000 200000000 000 25000 2.500,000.00

19 Project Specific Contract Document Approval

The Project Specific Contract approval process allows for electronic signatures (e-signatures) within the
PSR2 application. Both Consultant and KYTC approvers will be sent email notifications requesting that
their approval / e-signature is required on the given contract. Upon receipt of all required e-signatures,
the Professional Services group will create the Notice to Proceed document.

19.1 Create Draft Project Specific Contract Document
Contract Document Approval — Create Draft Contract (Professional Services Admin):

Upon acceptance of the “Negotiated Amounts” Estimates step, the KYTC Professional Services
Admin (PSA) will create a draft Contract document and begin the Contract approval process.

The KYTC PSA will select the “Contract” option from the “Documents” tab within the Project Specific
Contract screen.

Upon creation of draft Contract document, the KYTC PSA or Primary Consultant Project Manager
shall select the “Contract Approval” option that will navigate the user to the “Contract Approval”
screen to begin the approval process.
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Contract
Modified By Content Type

Landes, Jason
(KYTC)

Advertisement-9-
62.docx

8/29/2019

@ Documents

+ Upload Document

Modified
Date

MName Modified By Content Type

Advertisement-9-  8/29/2019 Landes, Jason

62.docx (KYTC)

Contract-10L-05- 8/29/2019 Landes, lason  Contract
2.docx (KNTC)

19.2 Approve Draft Project Specific Contract Document

ProjectAdvertisement Edit n Advertisement Approval

ProjectAdvertisernent Edit n Advertisement Approval
Edit u

Contract Approval

e Upon selection of the “Contract Approval” option in the “Documents” tab within the Project Specific
Contract screen, the user is navigated to the “Contract Approval” screen.

Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
() %) Fen' Vo Fen e O
X X X X
A\ A\ A\ O 2 O
PROFESSIONAL CONSULTANT ASHE SHE SECRETARY DRAFT NOTICE NOTICE TO PROCEED
SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED APPROVED
Bulletin ID Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Contract Creation N/A View Contract

Edit Contract

o The user begins the Contract approval process by selecting the “Send Draft Contract for Approval”

option within the fly-out on the right side of the page.

o PSR2 system sends an email approval request to the KYTC Professional Services Admin.

18 Send Draft Contract for Approval

™ History

€ Back

Contract Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way

Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. ¢/o PEH

o) o) o) o) o)
@® © © © © ©
E-SIGNATURE . T
Bulletin ID Project Description Approval Status Status Date Negotiated Fee
10005 9-62 | CARTER | 164 | Right of Way Contract Creation N/A 0
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Are you sure you want to send this

contract for approval?

Comment:

e Upon receipt of the email approval request, the KYTC PSA selects a link that navigates them to
“Contract Approval” screen.
o The KYTC PSA user shall review the draft contract and make necessary edits.
e During review, the KYTC PSA user may select one of the following options within the fly-out on the
right side of the page.
o Approve Contract
o Approve Contract with changes
o Decline Contract
e Upon approval of the draft Contract, the KYTC PSA user selects the “Approve Contract” option to
begin the Contract e-Signature process.
o PSR2 system sends an email approval request to the following:
=  Primary Consultant Project Manager
= KYTC Assistant State Highway Engineer (ASHE)
=  KYTC State Highway Engineer (SHE)
= KYTC Secretary

Contract Approval

Contract has not yet been sent for e-Signatures.

project Description: 9-62 | CARTER | 1-64 | Right of Way B Approve Contract
Contract Creation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020 B Approve Contract with Changes
Consultant Firm: Strand Assaciates, Ine. e/ PEH

A Decine Contract

D Histor
© ® ® ® o Z
Ay "/ A oS
€ Back
CONTRACT CONSULTANT ASHE SHE SECRETARY
CREATED E-SIGNATURE E-SIGNATURE E-SIGNATURE £-SIGNATURE
BulletinID  Project Description Approval Status Status Date Negotiated Fee

10L-05 9-62 | CARTER | I-64 | Right of Way  Pending Professional Services Approval  §/29/2019 - Jason Landes 0 View Contract
Edit Contract
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Are you sure you want to send this .
contract for e-Signatures?

Comment:

e Upon receipt of the email approval request, the given user selects a link that navigates them to

“Contract Approva
The requested approver shall see the following options within the fly-out on the right side of
the page:

(0]

screen.

= e-Sign Contract
=  Approve Contract with changes
= Decline Contract

Contract approvals are done simultaneously
A Project Specific contract is considered approved once all of the required e-Signatures are
captured by the PSR2 application.

Contract Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Assaciates, Inc. e/o PEH

(o) () (=) (=) O
v v X X
© © O, ©
CONTRACT PROFESSIONAL o TANT DRAFT NOTICE NOTICE TO PROCEED
(CREATED SERVICES APPROVAL. TO PROCEED APPROVED
Bulletin ID  Project Description Approval Status Status Date. Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures 8/29/2019 - Jason Landes 0 View Contract
Edit Contract
Contract Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way B e-Sign Contract

Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020 B Approve Contract with Changes

Consultant Firm: Strand Asseciates, Inc. ¢/o PEH -
A Decline Contract
D History

© o ® ®
s 7 =
€ Back
‘CONTRACT PROFESSIONAL ONSULT/
CREATED SERVICES APPROVAL.
BulletinID  Project Description Approval Status Status Date
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures 8/29/2019 - Jason Landas 0 View Contract
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Are you sure you want to sign this =
contract?
Comment:
e
Cancel

®
NOTICE TO PROCEED
APPROVED

Contract Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Natice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. c/o PEH
{2\ 1) {=) (=) ()
v v X
© Y, 2 " &) &)
CONTRACT PROFESSIONAL CONSULTANT SHE DRAFT NOTICE
CREATED SERVICES APPROVAL E-SIGNATURE TO PROCEED
(). LANDES
8/29/2019)
BulletinID  Project Dascription Approval Status Status Date Negotiated Fae
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures 8/29/2019 - Jason Landes 0
Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
() 1) () (o) (=) (=)
P v v W x
© \% A\ 9, A\ 2 \Yy
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE DRAFT NOTICE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED
(. LANDES (). LANDES (- LANDES
8/29/2019) 8/29/2019) 8/29/2019)
BulletinID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures 8/29/2019 - Jason Landes 0

19.3 Create Draft Notice to Proceed Document

Contract Document Approval — Create Draft Notice to Proceed (Professional Services Admin)

©
MNOTICE TO PROCEED
APPROVED

e Once all required contract e-Signatures are captured, the Notice to Proceed document can be

created that indicates that the Primary Consultant firm can begin work on the contract.
e The KYTC Professional Services Admin shall generate the draft Notice to Proceed document

e  KYTC PSA user selection of the “Notice to Proceed” option under the “Create” dropdown within the

“Documents” tab shall generate the draft Notice to Proceed document.

e Upon selection of the “Send Notice to Proceed for Approval” fly-out option on the right side of the
“Contract Approval” screen, an email notification shall be sent to the Professional Services Director

to review the draft Notice to Proceed document.
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Professional Services Applicati

@ Documents

n (Release 2) — User Guide

Meodified By Content Type

Advertisement-9 8/29/2019  Landes, Jason  ProjectAdvertisement Edit n Advertisement Approval
62.docx (KYTO)
Contract-10L-05-  8/20/2019  Landes, Jason  Contract edit [ I —
2.docx (K¥TC)
Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
O) O O) 0O O ®
© U U U U ) Z
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY NOTICE TO PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE APPROVED
{J- LANDES {J. LANDES (). LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed 8/29/2012 - Jason Landes 0 View Contract
Edit Contract
Contract Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way B send Notice to Praceed For Approval
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 A Decline Contract
Consultant Firm: Strand Associates, Inc. c/o PEH o
D History
O) O) o) o) O)
© \\, A\ \\ 9 9
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY PRO
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE APPROVED
(1. LANDES (. LANDES (. LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee

10105 9-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed  8/29/2019 - Jason Landes 0

Are you sure you want to send the *
draft notice to proceed for approval?
Comment:
P
Cancel Save

19.4 Approve Draft Notice to Proceed Document

View Contract
Edit Contract

Contract Document Approval — Approve Notice to Proceed (Professional Services Director)
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Upon receipt of the email approval request, the KYTC Professional Services Director shall select a
link that navigates them to “Contract Approval” screen.
The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.
Upon approval of the Notice to Proceed document, the Professional Services Director shall select
the “Send Notice to Proceed Notification” fly-out option on the right side of the “Contract Approval”
screen to send an email notification to the following:
o Prime Consultant Project Manager
o KYTC Project Manager
o KYTC Location Engineer
o KYTC Professional Services Admin
Receipt of this email notification shall indicate that the Primary Consultant firm can begin work on
the Project Specific Contract.
@ Documents
+ Upload Document
Modified
MName Date Modified By Content Type
Advertisement-g- 8/29/2019 Landes, Jason ProjectAdvertisement Edit n Advertisement Approval
62.docx (KNTC)
MoticeToProceed-10L- 8/29/2019 Landes, Jason MoticeToProceead Edit n
05-2.docx [KYTC)
Contract-10L-05- 8/29/2019 Landes, Jason Contract Edit n
2.docx (KNTC)
Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. /o PEH
© © © © © © ©
(). LANDES (). LANDES (). LANDES (. LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER| I-64 | Right of Way ~ Nofice To Proceed Pending Approval  8/29/2019 - Jason Landes 0 View Contract
Edit Contract
Contract Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way B Send Natice To Proceed Notification
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 & Dedline Contract
Consultant Firm: Strand Associates, Inc. c/o PEH © wistory
© O O O © © .
{J. LANDES (). LANDES {J- LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way ~ Notice To Proceed Pending Approval  8/29/2019 - Jason Landes 0 View Contract

Edit Contract
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Professional Services Application (Release 2) — User Guide

Are you sure you want to send the *
Notice To Proceed?

Comment:

Contract Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
)\ ) ) ) ) ) O
7 7 v v v v v
© \\9 9 9 % \\ 2
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY DRAFT NOTICE NOTICE TO PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED APPROVED
(). LANDES (J. LANDES (). LANDES (). LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)
BulletinID  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Notice To Proceed Sent 8/29/2019 - Jason Landes 0 View Contract

Edit Contract

09/26/2019 08/26/2019

09/26/2019 09/26/2019
10/01/2019 10/02/2019
10/17/2019 10/17/2019
10/24/2019 10/25/2019

11/25/2018

08/29/2019

11/25/201% 06/25/2019 -63

12/23/2019 08/29/2019 -20
12/30/2018 08/29/2019 5
01/15/2020 08/29/2019 -12
HIEEE TR TR 01/15/2020 08/29/2019 12
ASHE e-Signature 01/15/2020 08/29/2019 a2
ianag SHEESTTELE 01/15/2020 08/29/2019 12

01/15/2020 08/29/2019

01/22/2020 08/28/2019

ted Fed

+ AdHoc Event

20 Project Specific Contract Modifications

When the Primary Consultant or KYTC determines that a Statewide Contract requires a fee increase (or
decrease), a schedule adjustment or both, a Contract Modification shall be requested.

. _________________________________________________________________________________________________|
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20.1 Project Specific Modification — Time Extension Only
A Project Specific Contract Modification with Time Extension Only is requested when additional time is
required to complete the work.

20.1.1 Request Project Specific Contract Modification — Time Extension Only
Time Extension Only Contract Mods — Request Mod — (Primary Consultant PM):

e The Primary Consultant Project Manager can begin the process of requesting a Project Specific
Contract Modification by selecting the “+ Request Modification” option within the Project Specific
Contract’s “Modifications” tab.

o Note: The KYTC Project Manager or KYTC Professional Service Admin may also request a
Modification as needed.

e Selection of the “+ Request Modification” option shall display the “Request Project Specific

Modification” pop-up window.

@ Modifications

Mod # Phase Comments Status Notice To Proceed Date As Negotiated Fee
OA Right of Way  Original Agreement 8/29/2019 $1,000,000
Total: $1,000,000

=+ Request Modification

e The useris required to enter the following fields:
o Time Extension Only
= Toggle to “Yes” indicates a Time Extension Only Modification
o Requested eMARS End Date
= The Calendar shall default to +12 months from the current date of request.
o Comments
e Selection of the “Save” option shall save the Contract Modification to the PSR2 application.
e Selection of the “Cancel” option shall NOT save the Contract Modification to the PSR2 application.
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Request Project Specific Modification

Time Extension Cnly Current eMARS End Date Reguested eMARS End Date @
es @ho 09/24/2020
Phase Primary Item Number

Right of Way v 9-62

Item Description

IMPROVE MOBILITY AND REDUCE CONGESTION AT THE KY 1/1-64 WESTBOUND OFF-RAMP INTERSECTION.

Functional Class Terrain Type Urban Rural Type

Interstate Rural

Comments

Requesting Time Extension for this contract.

20.1.2 Project Specific Contract Modification — Time Extension Only Screen

Upon selection of the “Request” option, the user shall be navigated to the Project Specific Contract
Modification — Time Extension Only screen.
Each individual Project Specific Contract Modification screen shall display the following:

o Project Specific Contract Modification — Time Extension Only details

o Milestone Progress Bar

o Schedule

o Documents tab
User may update the following fields as needed:

o Comments

o Requested eMARS End Date

o Consultant Project Manager
Selection of the “Save” option shall save the Contract Modification to the PSR2 application.
Selection of the “Cancel” option shall NOT save the Contract Modification to the PSR2 application.
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962 / Project Specific Modification - 2

O Fon, ) Fon,) Fen, ) Fgn, ) O
x { ) { ) { ) { %) )
FEE PROPCGAL  COWTRACT  CONSULTANTE FROIECT  PROFESSIOMAL  NOTICETO
WRITTEN SIGMATURE  MAMAGER/LE E SERVICES PROCEED)
SHEMATURE MMRECTOR E
SHGMNATURE

Project Specific Modification - 2
9-62 | CARTER | I-64

Consultant Firmc Strand Associates, Inc. cfo PEH
Apresmeant Mumiber: POM2: Phaze:

10L-05-2 Right of Way

bem Description

IMPROVE MOBILUTY AND REDUCE COMGESTIOM AT THE KY 1/1-64 WESTROUMND OFF-RAMP INTERSECTION.

s
Comments
Time Extersion Only: Requesting time extension contract modfication
P
Propased Fee Megatiated Fee
§|0 5|0
Frimary project Mumber: Current ebARS End Date: & Recuested eMARS End Date: (3
562 08,31,2020
Consulant Carsultant Project Manager:
Strand Associates, Inc. oo PEH Stacey Bresstie v
o3 =
& Documents

20.1.3 Create Draft Notice to Proceed Document
Create Draft Notice to Proceed (PSA):

e Once the requested Contract Modification has been approved by the KYTC Professional Services
group, the draft “Notice to Proceed” document shall be created.

e  The KYTC Professional Services Admin shall select the “Notice to Proceed” option from the
“Documents” tab to generate the draft Notice to Proceed document.

e The KYTC Professional Services Admin shall send an email notification to the Professional Services
Director requesting that they review the Notice to Proceed document.

. _________________________________________________________________________________________________|
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@ Documents

=+ Upload Document

odified Modified
ate By Content Type

Notice To Proceed  ¥29/2019 Landes,  ContractModification Edit [T [N e

[ Jason
(KYTC)

=+ Create ~

Contract

20.1.4 Approve Draft Notice to Proceed
Approve Draft Notice to Proceed Document (PS Director):

e The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.
e Upon approval of the Notice to Proceed document, the KYTC Professional Services Director shall
send an email notification to the following:
o Primary Consultant Project Manager
o KYTC Project Manager
o KYTC Location Engineer
o KYTC Professional Services Admin

@ Documents

=+ Upload Document

Modified Modified

Name Date By Content Type
MNoticeToProceed-10L- 8/29/2019 Landes,  NoticeToProceed Editn
05-2.docx Jason

(KYTC)

ContractModification- 8/29/2019 Landes, ContractModification Edit n Madification Approval
10L-05-2.docx Jasen

(KYTC)

20.2 Project Specific Modification — Time Extension Only Document Approval

The Project Specific Contract Modification document approval process allows for electronic signatures
(e-signatures) within the PSR2 application. Both Consultant and KYTC approvers will be sent email
notifications requesting that their approval / e-signature is required on the given contract modification.
Upon receipt of all required e-signatures, the Professional Services group will create the Notice to
Proceed document for the Contract Modification.

20.2.1 Create Draft Project Specific Contract Modification — Time Extension Only Document
Contract Modification Document Approval — Create Draft Contract (Professional Services Admin):

. _________________________________________________________________________________________________|
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e Upon acceptance of the “Negotiated Amounts” Estimates step, the KYTC Professional Services
Admin (PSA) will create a draft Contract Modification document and begin the Contract Modification
document approval process.

e The KYTC PSA will select the “Contract” option from the “Documents” tab within the Project Specific
Contract Modification screen.

e Upon creation of draft Contract Modification document, the KYTC PSA or Primary Consultant Project
Manager shall select the “Modification Approval” option that will navigate the user to the “Contract
Mod Approval” screen to begin the approval process.

@ Documents

+ Upload Document

Contract

@ Documents

=+ Upload Document

ContractModification- 8/30/2019 Landes, ContractModification Edit H Modification Approval
Jason

10L-05-2.docx

Modified Modified
Date By Content Type

(KYTC)

20.2.2 Approve Draft Contract Modification — Time Extension Only Document
Upon selection of the “Modification Approval” option in the “Documents” tab within the Project Specific
Contract Modification screen, the user is navigated to the “Contract Mod Approval” screen

©

Contract Mod Approval

9-62 | CARTER | I-64 | Right of Way | Modification - 1
ate: 8/29/2019

eed: 1/22/2020
Consultant Firm: Strand Associates, Inc. c/o PEH

PROFESSIONAL
SERVICES APPROVAL

CONSULTANT ASHE
E-SIGNATURE E-SIGNATURE

SECRETARY DRAFT NOTICE NOTICE TO PROGEED

(<) (<) (<) () ) <x>
s s A4 7 7
SHE
SIGNATUR: E-SIGNATURE T0 PROCEED APPROVED

Bulletin ID Project Description Approval Status Status Date: Negotiated Fee

10L-05 9-62 | CARTER | 1-64 | Right of Way Contract Creation /A 0 View Contract
Edit Contract

e The user begins the Contract Modification document approval process by selecting the “Send Draft

Contract for Approva

option within the fly-out on the right side of the page.

o PSR2 system sends an email approval request to the KYTC Professional Services Admin.

JASON LANDES (KYTC)
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Contract Mod Approval

962 | CARTER | 1-64 | Right of Way | Modification - 1
/29/2019 8 Send Draft Contract for Approval

e 1/22/2020
tart Firm: Strand Assaciates, Inc. c/o PEH

o' o e
O & © &

o)

Bulletin 1D Project Description Approval Status Status Date MNegatiated Fee

9-62 | CARTER | 1-64 | Right of Way Contract Creation NiA 0

Are you sure you want to send this *
contract for approval?

Comment:

Cancel Save

e Upon receipt of the email approval request, the KYTC PSA selects a link that navigates them to
“Contract Mod Approval” screen.
o The KYTC PSA user shall review the draft Contract Modification document and make necessary edits.
e During review, the KYTC PSA user may select one of the following options within the fly-out on the
right side of the page.
o Approve Contract
o Approve Contract with changes
o Decline Contract
e Upon approval of the draft Contract Modification, the KYTC PSA user selects the “Approve Contract”
option to begin the Contract Modification e-Signature process.
o PSR2 system sends an email approval request to the following:
=  Primary Consultant Project Manager
= KYTC Assistant State Highway Engineer (ASHE)

e Note: The PSR2 version of the application will bypass this approval step.
The application user interface will be updated in Release 3 of this
application.

= KYTC State Highway Engineer (SHE)

o Note: The PSR2 version of the application will send an email approval
request to the KYTC Project Manager. The application user interface will
be updated in Release 3 of this application.

= KYTC Secretary

o Note: The PSR2 version of the application will send an email approval
request to the KYTC Professional Services Director. The application user
interface will be updated in Release 3 of this application.

|
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Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 B Approve Contract
Contract Creation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020 B Approve Contract with Changes

Consultant Firm: Strand Associates, Inc. c/o PEH
& Dedline Contract
D Hist
C ) ) ) ) D History
A\ -/ </ -/
CONTRAGT CONSULTANT AsHE s SECRETARY DRAFT NOTIGE B3
createn E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE 0 PROCEED
Bulletin ID  Project Description Approval Status Status Date. Negotiated Fee
10105 9-62 | CARTER | 64| Right of Way  Pending Professional Services Approval ~ 8/29/2013 - Jason Landes 0 View Contract

Edit Contract

Are you sure you want to send this .
contract for e-Signatures?
Camment:
s
Cancel Save

e Upon receipt of the email approval request, the given user selects a link that navigates them to

“Contract Mod Approval” screen.
o The requested approver shall see the following options within the fly-out on the right side of
the page:
= e-Sign Contract
=  Approve Contract with changes
= Decline Contract
o Contract Modification approvals are done simultaneously
o A Project Specific Contract Modification is considered approved once all of the required e-
Signatures are captured by the PSR2 application.

Contract Mod Approval

Project Description: 8-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Asseciates, Inc. ¢/o PEH

) (o) (=) {2) (o) =) O
S v B © B 0 X
O 7 7 7 7 7 7
CONTRACT PROFESSIONAL o T e £ DRAFT NOTICE NOTICE TO PROCEED
CREATED SERVICES APPROVAL 70 PROCEED APPROVED

Bulletin D Project Description Approval Status Status Date Negotiated Fee

101-05 '9-62 | CARTER | 1-64 | Right of Way Pending e-Signaturss  8/28/2019 - Jason Landes [ View Contract
Edit Contract
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rofessional Services Application (Release 2) —

Contract Mod Approval

Contract awaiting e-Signatur

Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1 B eSign Contract
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 B Approve Contract with Changes

Consuant Firm: Strand Associates, Inc. c/o PEH
A Dedine Contract

G () D History
7
. 4 Back
contracr PROFESSIONAL ORAFT NoTICE
[ SeRVICES APPROVAL o pRocEED
Approval Status. Status Date.
10L-05 962 | CARTER | 1-64 | Right of Way Pending e-Signatures 8/20/2010 - Jason Landes 0 View Contract
Edit Contract
Are you sure you want to sign this *
Comment:
C | S
ancel Save
Contract Mod Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
(Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
(Consultant Firm: Strand Associates, Inc. c/o PEH
() )
G 2 0
C 7 7 7
contract ProFESSIONAL consuLTANT oRAFT NoTICE NOTICE o PROCEED
ene SERVICES APPROVAL e sonaTURe 10 prOCEED APPROVED
o Lwoes
8/29/2013)
Bullet Approval Status Status Date.
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures. 8/29/2019 - Jason Landes o View Contract
Edit Contract
Contract Mod Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Creatien Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. /o PEH
) ) (=)
S S o G
C 7 7 7 7
contract PROFESSIONAL consuLTANT rsre DRarT NOTICE NOTICE T RO
[ SERVICES APPROVAL £ scnATURE e souATURE To pRoCeED AoPROVED

(1 LANDES (. LANDES
8/2972019) 8/2972019)

Bul

Project Description Approval Status Status Date. Negotiated Fee

10L-05 9-62 | CARTER | 1-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes o View Contract
Edit Contract
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Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. c/o PEH

0O) 0O) 0O) £3) 0O) () o
v v 9 v o v X B
C S S 7 7 7 7
CONTRACT PROFESSIONAL CONSULTANT AsHE s SECRETARY DRAFT NOTICE NOTIGE T0 PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED APPROVED
(1. LANDES (1 LANDES (- LANDES
8/29/2018) 8/2972019) 8/20/2018)
BulletinID  Project Description Approval Status Status Date. Negotiated Fee
10L-05 9-62 | CARTER | 1-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes [ View Contract

Edit Contract

20.2.3 Create Draft Notice to Proceed Document
Contract Modification Document Approval — Create Draft Notice to Proceed (PSA Admin)

e Once all required contract e-Signatures are captured, the Notice to Proceed document can be
created that indicates that the Primary Consultant firm can begin work on the contract.

o The KYTC Professional Services Admin shall generate the draft Notice to Proceed document

o KYTC PSA user selection of the “Notice to Proceed” option under the “Create” dropdown within the
“Documents” tab shall generate the draft Notice to Proceed document.

e Upon selection of the “Send Notice to Proceed for Approval” fly-out option on the right side of the
“Contract Approval” screen, an email notification is sent to the KYTC Professional Services Director
to review the draft Notice to Proceed document.

@ Documents

=+ Create ¥ | == Upload Document

odified Modified
Date By Content Type

Notice To Proceed  /29/2019 Landes,  ContractModification Ecit [T [N e
Jason

- (KYTC)

Contract

Contract Mod Approval

Projact Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Motice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

© © © © © ©

®

I I I \J \J
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY NOTICE TO PROCEED
creaTD SERVICES APPROVAL ESIGNATURE ESIGNATURE ESIGNATURE ESIGNATURE APPROVED
(). LANDES . LANDES (4 LANDES (). LANDES
6/292019) 812972019 8/29/2019) 8/29/2019)
Bulletin D Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed 8/29/2019 - Jason Landes 0 View Contract

Edit Contract

. _________________________________________________________________________________________________|
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d Not

m: Strand

Contract Mod Approval

ed ready to send for approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 B Send Notice to Procesd For Approval
Cont ation Date: 8/29/2019

To Proceed: 1/22/2020 & Decline Contract
Assodiates, Inc. c/o PEH

D History

€ Back

O

CONTRACT
cREATED

L)
7
CONSULTANT
E-SIGNATURE

(. LANDES
5/29/2019)

Bulletin ID

10L-05

1) 1) ()

v S %
7 7 7
ASHE SHE SECRETARY

E-SIGNATURE E-SIGNATURE E-SIGNATURE

APPROVED

0 LANDES (- LANDES ). LANDES
8/29/2019) 8/29/2019) 8/29/201)

Project Description Approval Status Status Date: Negotiated Fee

-62 | CARTER | I-64 | Right of Way. Draft Notice To Proceed  8/28/2019 - JasonLandes 0 View Contract
Edit Contract

Are you sure you want to send the x
draft notice to proceed for approval?

Comment:

c

>dve

Cancel

20.2.4 Approve Draft Notice to Proceed Document
Contract Modification Document Approval — Approve Notice to Proceed (KYTC PS Director)

Upon receipt of the email approval request, the KYTC Professional Services Director shall select a
link that navigates them to “Contract Approval” screen.
The KYTC Professional Services Director shall review / approve the draft Notice to Proceed

document.

Upon approval of the Notice to Proceed document, the Professional Services Director shall select
the “Send Notice to Proceed Notification” fly-out option on the right side of the “Contract Approval”
screen to send an email notification to the following:

O
O
O
O

Prime Consultant Project Manager
KYTC Project Manager

KYTC Location Engineer

KYTC Professional Services Admin

Receipt of this email notification shall indicate that the Primary Consultant firm can begin work on
the Project Specific Contract.

JASON LANDES (KYTC)
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@ Documents

=+ Upload Document

Modified Modified

Name Date By Content Type
NoticeToProceed-10L- 8/29/2019 Landes,  MoticeToProceed Editu
05-2.docx Jason

(KYTC)

ContractModification- 8/29/2019 Landes, ContractModification Edit n Modification Approval

10L-03-2.docx Jasen
(KYTC)

Contract Mod Approval

Praject Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. ¢/o PEH

(o) (o) o) {) {>) {)
S v v S S O S
C 7 7 7 7 7
CONTRACT BROFESSIONAL CONSULTANT ASHE SHE SECRETARY DRAFT NOTICE
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED
(. LANDES 0.LANDES 0.LANDES (. LANDES
8/29/2019) 8/29/2019) 8/29/2019) 8/20/2019)
Bulletin D Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | 1-64 | Right of Way  Notice To Proceed Pending Approval  8/20/2019 - Jason Landes 0 View Contract

Edit Contract

Contract Mod Approval

Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1 B Send Notice To Proceed Notification

Contract Creation Date: 8/29/2019

Estimated Notice To Procesd: 1/22/2020 A Decline Contract

Consultant Firm: Strand Associates, Inc. ¢/o PEH
D History
o~ o~ ~ ~ ~ Back
© 2 S 9 o S -«
\J \J \J \J \J
conTRACT PROFESSIONAL CONSULTANT ASHE sHE SECRETARY DRAFT NOTICE
CREATED SERVICES APPROVAL ESIGNATURE E-SIGNATURE ESIGNATURE ESIGNATURE 7O PROCEED
0. LANDES 0. LANDES 0. LANDES (. LANDES
82912019 8/23/2015) 8/29/2019) 6/29/201)
Bulletin ID  Project Description Approval Status Status Date Negotiated Fee
10105 .62 CARTER | 1-64 | Right of Way  Notice To Proceed Pending Approval  £/20/2010 - Jason Landes 0 View Contract

Edit Contract

Are you sure you want to send the "
Notice To Proceed?
Comment:
P
Cancel Sawve
|

20.3 Project Specific Modification with Fee
A Project Specific Contract Modification with Fee can be requested when a fee increase (or decrease) is

required. Additional time may also be requested in this type of Modification.
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20.3.1 Request Project Specific Contract Modification with Fee
Request Project Specific Contract Modification with Fee (Primary Consultant Project Manager:

JASON LANDES (KYTC)

The Primary Consultant Project Manager can begin the process of requesting a Project Specific

Contract Modification by selecting the “+ Request Modification” option within the Project Specific
Contract’s “Modifications” tab.

o Note: The KYTC Project Manager or KYTC Professional Service Admin may also request a
Modification as needed.

Selection of the “+ Request Modification” option shall display the “Request Statewide Modification”
pop-up window.

@ Modifications

Mod # Phase Comments Status Notice To Proceed Date As Negotiated Fee
OA Right of Way  Original Agreement 8/29/2019 $1,000,000

Total: $1,000,000

<+ Request Modification

Request Project Specific Modification *
Time Extension Only Current eMARS End Date @ Requested eMARS End Date @
(es @No 09/24/2020
Phase Primary Item Number
Right of Way v 9-62

Item Description

IMPROVE MOBILITY AND REDUCE CONGESTION AT THE KY 1/1-64 WESTBOUND OFF-RAMP INTERSECTION.

Functional Class Terrain Type Urban Rural Type
Interstate Rural

Comments

Requesting Time Extension for this contract.

20.3.2 Project Specific Contract Modification with Fee Screen

Upon selection of the “Request” option, the user shall be navigated to the Project Specific Contract
Modification with Fee screen.
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e Each individual Project Specific Contract Modification screen shall display the following:
Statewide Contract Modification with Fee details
Milestone Progress Bar
Schedule
Projects Tab
o Documents tab
e User may update the following fields as needed:
o Phase
o Comments
o Requested eMARS End Date
o Consultant Project Manager
e Selection of the “Save” option shall save the Contract Modification to the PSR2 application.

o O O O

e Selection of the “Cancel” option shall NOT save the Contract Modification to the PSR2 application.

JASON LANDES (KYTC)
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8-62 / Project Specific Modfication - 1

F o, 1 F a1 F . 1 | F a1 F . 1 a1
@ O, © O, © O, O, O, Q
FEE PROPOSAL DEPSRTRAEMT COMTRACT COMNELLTAMT E PROUECT MEHEE SHE E-SIGMATURE SECRETARY E MOTICE TO
ESTIMATE MEGOTIATIONS SHGRATURE kAGMAGER/LE E SEGMATURE SIGMATLRE PROCEED
RECEIVED SIGHATURE

Project Specific Modification - 1

9-62 | CARTER | I-64

Consultant Firm: Strand Associates, Inc. ofo PEH

Agresment Mumber: PO Fhasa:

10L-05-2 Right af Way r

Hern Desoripbion

1P ROVE MOBILITY AND REDUCE COMGESTION AT THE KY 1,0-64 WESTBOUND OFF-RAMP INTERSECTION.

s
Comments
Reguesting Contract Modification with Upset Limit Inorease.
s
Propased Fes Megatisted Fee
5 0 %0
Primary project Mumber. Current ebARS End Date: {3 Reguested ebAARS End Date: @
562 09,/24/2020
Consultant Carsultart Project Manager:
Strand Associates, Inc. oo PEH Stacey Bresette ¥
o=
D Projects

==
=3 A

Lo
=
B
B
i
g

20.3.3 Add a Project to a Project Specific Contract Modification with Fee
e An additional Project can be added to a Project Specific Contract Modification with Fee by selecting
the “+ Project” option within the “Projects” tab.
e User shall see the “Add Project” pop-window displayed.
|
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@ Projects

< Project

e User shall be able to enter the following fields:
o District
o Item Numbers (populates based on “District” field value)
o Authorization Number (populates based on “Item Numbers” field value)
o ltem Description (populates based on “Iltem Numbers” field value)
o Functional Class (populates based on “Item Numbers” field value)
o Urban Rural Area (populates based on “Item Numbers” field value)
o Terrain Type( populates based on “Item Numbers” field value)
e User selection of the “Save” option shall add the new Project to the Project Specific Contract
Modification.
o New Projects shall be displayed in the “Projects” tab.
e User selection of the “Close” option shall NOT add the new Project to the Project Specific
Contract Modification.

o EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE——— |
Add Project

District: Functional Class:
9 v Major Collector

Item Numbers: Urban Rural Area:
132 v Blended

Autharization Number: Terrain Type:
TI927 Blended

Item Description:

RECONSTRUCT KY-2 FROM MP 13.2 TO US-23 (MP 17.2)(08CCN)(14CCR){16CCR)(18CCN)

e User selection of the “Save” option shall add the new Project to the Project Specific Contract
Modification.
o New Projects shall be displayed in the “Projects” tab.
e User selection of the “Close” option shall NOT add the new Project to the Project Specific
Contract Modification.

. _________________________________________________________________________________________________|
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B Estimates

9-62 B Estimates

<+ Project

20.4 Project Specific Contract Modification — Estimates

The PSR2 Contract Modification Estimates interface provides a central location to collect Production
Hour Estimates for Project Specific Contract Modifications. This allows for the submission of consistent
person-hour estimates, which will provide easier reporting and analysis of historical negotiated project
costs and compare projects of similar scope.

The PSR2 Estimates workflow for Project Specific Contract Modifications includes the following steps:

e Submit Agreed Units

e Agreed Units Approval

e Consultant Estimates

e  Submit KYTC Estimates

e KYTC Estimates Approval

o Offer Negotiated Amounts
o Accept Negotiated Amounts

To navigate to the desired Estimates worksheet:

e User opens the Project Specific Contract from the Dashboard.

e User selects the “Details” option next to the desired Contract Modification within the
“Modifications” tab.

e User selects the “Estimate” option within the “Projects” tab within the Contract Modification
screen.

e User navigates to “Estimates” screen.

e User selects “Estimate Worksheet” type.

e Selected Estimate Worksheet displays (e.g. Highway Design, Right of Way, etc.).

20.4.1 Modification Estimates — Submit Agreed Units
The first step in the Estimates process is for the Primary Consultant Project Manager to enter and
submit “Agreed Units” in the Estimates worksheet.

Please note: The PSA can also enter and submit Agreed Units on behalf of the Consultant. In addition,
the Project Manager (Central Office), Project Manager (District) and Location Engineer can enter in
Agreed Units, but are unable to submit them.

. _________________________________________________________________________________________________|
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Agreed Units Submission:

e The Consultant user enters the “Crew” value for each line item under “Agreed Units”.
o System will pre-populate “1” as the “Crew” value for every row.
o System will display a blank cell for “Crew” if the value is “1”.
o System will pre-populate “Unit Type” from the “Estimate Items” type table.
e The Consultant user can select the appropriate “Unit Type” if it is different from the pre-
populated value.
e The Consultant user can enter the "Amount" for appropriate line items.
e The Consultant user can add “Miscellaneous” line items for each Sub-Category marked
“Miscellaneous”
o The Consultant user is unable edit the “No” field.
e The Consultant user selection of the fly-out on the right side of the page shall expand to display
the following options:
o Save Without Submitting
= An authenticated user can select the “Save without submitting” option to save
the current estimate worksheet without submitting.
= User should see a confirmation box — “Value will be saved but not submitted.
Please remember to submit these values once finished.”
o Submit Units for Approval
=  An authenticated user can select the “Submit Units for Approval” option to
submit the agreed units for approval.
= User should see a confirmation box - "Are you sure that you wish to submit
Agreed Units? “
=  Upon submittal, the KYTC Project Manager shall receive an email notification.

o History
= An authenticated user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back

=  An authenticated user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH B Save Without Submitting
 Desig . 8 Submit Units For Approval

D History

¥ on Vo F o FonY .
0, © © O © e na

No. Hem Crew Unit Fype Amount
Survey

Reconnaissance
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Are you sure that you wish to
submit agreed units?

20.4.2 Modification Estimates — Agreed Units Approval
The next step in the Estimates process is for KYTC to approve the submitted Agreed Units. Typically, this

step is completed by the KYTC District Project Manager, but can also be completed by the KYTC District
Branch Manager or the KYTC Location Engineer.

Agreed Units Approval:

e The KYTC user opens the Estimates Worksheet to begin “Agreed Units Approval”.
The KYTC user can edit the “Crew” value for each line item.
o System will pre-populate “1” as the “Crew” value for every row.
o System will display a blank cell for “Crew” if the value is “1”.
o System will pre-populate “Unit Type” from the “Estimate Items” type table.
e The KYTC user can edit the appropriate “Unit Type” if it is different from the pre-populated
value.
o The KYTC user can edit the "Amount" for appropriate line items.
e The KYTC user can edit “Miscellaneous” line items for each Sub-Category marked
“Miscellaneous”.
o The KYTC user is unable to edit the “No” field.
e Upon edit of any field, a dialog box will display — “You are about to change previously submitted
agreed unit valued. Once Saved, old values will be overwritten.”
e The KYTC user can expand the fly-out on the right side of the page to see the following options:
o Approve Agreed Units
= The KYTC user can select the “Approve Agreed Units” option.
=  The KYTC user should see a confirmation box - "Are you sure you want to
approve the Agreed Units? Once approved, the list of "Items", "Unit Types" and
"Amounts" may not be changed"
= The KYTC user cannot make updates to "Item", "Crew", "Unit Type" and
"Amount" after "Agreed Units" Approval.
e Only users on the "Estimates Overrides" exception list will be allowed to
update these values after approval
= After “Agreed Units” are approved, the KYTC user can see that all items where:
o  “Amount” = 0 should be hidden
e Sub-Categories with no items are hidden
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e All Categories with no sub-categories are hidden
= Upon approval of “Agreed Units” values, the Primary Consultant Project
Manager shall receive an email notification.
o Save Without Submitting
= The KYTC user can select the “Save without submitting” option to save the
current estimate worksheet without submitting.
e The KYTC user should see a confirmation box — “Value will be saved but
not submitted. Please remember to submit these values once finished.”
o History
=  The KYTC user can select “History” from fly-out to view a timestamp of
submission including the user name.

o Back
The KYTC user can select “Back” to return to Contract screen.
Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH

O o ©

No. Mem Crew Unit Type r—
Survey

Reconnaissance.

1 Control - (existing) 2 Mile v| | 200000

Are you sure you want to approve
the Agreed Units? Once approved
the list of items, unit types, and
amounts may not be changed.

20.4.3 Modification Estimates — Consultant Estimates
The next step in the contract negotiation process is for the Primary Consultant Project Manager to enter
estimates for "Hrs. /Unit" values.

Enter Consultant Estimates:

e The Consultant user can see the “Agreed Units” and “Consultant Estimates” columns.
e The Consultant user can enter Consultant Estimate "Hrs. /Unit" values for each row.

. _________________________________________________________________________________________________|
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The Consultant user can expand the fly-out on the right side of the page to see the following
options:
o Save Without Submitting
= The Consultant user can select the "Submit Consultant Estimates" option.
= The Consultant user should see a confirmation box - "Are you sure you want to
submit the Consultant Estimates? Once submitted, the Consultant Estimates may
not be updated".
o Submit Consultant Estimates
= The Consultant user can select the “Save without submitting” option to save the
current estimate worksheet without submitting.
= The Consultant user should see a confirmation box — “Value will be saved but not
submitted. Please remember to submit these values once finished.”
= Upon submittal of “Consultant Estimates” values, they KYTC Project Manager, KYTC
Location Engineer and KYTC PSA shall receive email notifications.
o History
= An authenticated user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
=  An authenticated user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
strand Associates, Inc. ¢/o PEH

e o\ o\ - ~ L~
s s Ay ~

Consultant Totals: 50,000,00
KYTC Totals: A50000.00

Survey

Are you sure you want to submit
the consultant estimates? Once
submitted, the consultant
estimates may not be updated.
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20.4.4 Modification Estimates — Submit KYTC Estimates
This step allow the KYTC Project Manager to enter / submit Estimates for "Hrs. /Unit" values.

Note: If the Consultant Estimate is under 500 hours, the DBM / PM, LE or PSA shall immediately see a
dialog box upon entry of the Estimates screen — “The consultant firm has submitted as estimate totaling
less than 500 hours. Would you like to copy those values to your KYTC estimate? You will have the
chance to edit these values before submission.”

Submit KYTC Estimates:
e The KYTC user can view the “Agreed Units” and “KYTC Estimates” columns.
e The KYTC user can enter KYTC Estimates "Hrs. /Unit" values for each row.
e The KYTC user can expand the fly-out on the right side of the page to see the following options:
o Save Without Submitting
=  The KYTC user can select the “Save without submitting” option to save the current
estimate worksheet without submitting.
= User should see a confirmation box — “Value will be saved but not submitted. Please
remember to submit these values once finished.”
o Submit KYTC Estimates
=  The KYTC user can select the “Submit KYTC Estimates” option to submit the
worksheet for approval.

=  The KYTC user shall see a dialog box — “Are you sure you want to submit the KYTC
estimates?”

=  Upon submittal of “KYTC Estimates” values, the KYTC Location Engineer shall receive
an email notification.
o Total Estimate Override (Only for PSA role)
=  The KYTC PSA can select the “Total Estimate Override” option.
=  The KYTC PSA should see a confirmation box — “All approvals for this worksheet will
be reset. Do you wish to proceed?”
= The KYTC PSA selection of this option shall reset the Estimate Worksheet to the
“Agreed Units Submission” step.
o History

= The KYTC user can select “History” from fly-out to view a timestamp of submission
including the user name.
o Back

= An authenticated KYTC user can select “Back” to return to Contract screen.
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Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH | B Sve Witheast Submitting

Consultant Totals: 850.000.00
K¥IC Totals: BS0000.00

Agreed Units | Consultant KTC

Survey
Reconmuissance

Cantral - (existing] 2 ] 200000 10000 20080000 40000000

Bemnage « (sink hoies, streams, ppes, etc) 3 i ] 3poace  soro 250,000 . 43000000

Are you sure you want to submit
the KYTC estimates?

20.4.5 Modification Estimates — KYTC Estimates Approval

The KYTC Location Engineer can approve KYTC Estimates for "Hrs. /Unit" values to progress the
Estimates process.

Approve KYTC Estimates:
e The KYTC Location Engineer can see the “Agreed Units”, “Consultant” and “KYTC” columns.
e The KYTC Location Engineer enters KYTC Estimates Approval "Hrs. /Unit" values for each row.
o Upon value edit, a confirmation box will open —“You are about to change previously
submitted KYTC estimate values. If you continue, estimate approval progress will be reset.”
o The KYTC Location Engineer selection of “Confirm” option shall take user back to the KYTC
Estimate Submission.

e The KYTC Location Engineer can expand the fly-out on the right side of the page to see the following
options:
o Approve KYTC Estimates
=  The KYTC Location Engineer can select the “Approve KYTC Estimates” option to
submit the worksheet for approval.
= User shall see a dialog box — “Are you sure you want to approve KYTC estimates?”
=  Upon approval of the “KYTC Estimates” values, the Primary Consultant Project
Manager and KYTC Project Manager shall email notifications.
o Total Estimate Override (Only for PSA role)
= The KYTC PSA can select the “Total Estimate Override” option.
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o The KYTC PSA should see a confirmation box — “All approvals for this
worksheet will be reset. Do you wish to proceed?”

e The KYTC PSA selection of this option shall reset the Estimate Worksheet to
the “Agreed Units Submission” step.

o History
= An authenticated KYTC user can select “History” from fly-out to view a timestamp of
submission including the user name.
o Back
= Anauthenticated KYTC user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH

©
i
©

Comsuttant Totals: 50.000.00
YT Totals: §30,000.00

Are you sure you want to approve
KYTC estimates?

20.4.6 Modification Estimates — Offer Negotiated Amounts
Once KYTC Estimates are approved, the KYTC PSA enters and submits "Negotiated Amounts" values.

Offer Negotiated Amounts:

The KYTC PSA can see the “Agreed Units”, “Consultant”, “KYTC”, “Difference”, “Offered” and
“Ranges Hrs. / Unit (Min / Max) columns.

The KYTC PSA on the “Negotiated Amounts Offerings” Estimates step should see the "Negotiated
Hrs. /Unit" with the values from the "Consultant Hrs. /Unit" if the "Negotiated Hrs. /Unit" values are
blank.

The KYTC PSA should see that the "Offered Hrs. /Unit" values are highlighted when they are not
equal to the "Consultant Hrs. /Unit" values.
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e The KYTC PSA can add/remove/edit the "Negotiated Hrs. /Unit" values for each item.
o The KYTC PSA should see a dialog box — “You are about to change previously submitted KYTC
estimate values. If you continue, estimate approval progress will be reset.”
o The KYTC PSA selection of “Confirm” option shall return the user back to the “KYTC
Estimates Submission” Estimates step.
e The KYTC PSA can expand the fly-out on the right side of the page to see the following options:
o Submit Negotiated Amounts
=  The KYTC PSA can select the “Submit Negotiated Amounts” option to send the
amounts to the consultant for approval.
e The KYTC PSA should see a confirmation box - "Are you sure you want to
offer the Negotiated Amounts? Once offered, the Production-Hour
Worksheet will be visible to the consultant, LE and PM".
=  The KYTC PSA cannot offer the "Negotiated Amounts" until the Consultant Estimates
are submitted AND the KYTC Estimates are approved.
e The KYTC PSA should see an error message - "Negotiated Amounts may not
be offered until the Consultant Estimates have been submitted AND the
KYTC Estimates have been approved".
=  The KYTC PSA can NOT finalize the "Negotiated Amounts" until the "Negotiated
Amounts" have been offered
o User should see an error message - "Negotiated Amounts must be offered
before they can be accepted"
e Once "Negotiated Amounts" are accepted, only users on the "Estimates
Overrides" exception list can update these values.
=  Upon submittal of the “Negotiated Amounts” value, the Primary Consultant Project
Manager, KYTC Project Manager and KYTC Location Engineer shall receive an email
notification.
o Save Without Submitting
=  The KYTC PSA can select the “Save without submitting” option to save the current
estimate worksheet without submitting.
o The KYTC PSA should see a confirmation box — “Value will be saved but not
submitted. Please remember to submit these values once finished.”
o Total Estimate Override (Only for PSA role)
=  The KYTC PSA can select the “Total Estimate Override” option.
e The KYTC PSA should see a confirmation box — “All approvals for this
worksheet will be reset. Do you wish to proceed?”
e The KYTC PSA selection of this option shall reset the Estimate Worksheet to
the “Agreed Units Submission” step.
o Estimate Totals
= The KYTC PSA can select the “Estimate Totals” option that shall display the
Production Hour Summary for the Estimate Worksheet:

e (Category
e Consultant Total
e KYTC Total
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e Negotiated Total

=

Consultant Tatals: 850,000.00
KYTE Tatals: 850,000.00
MNegotiated Totals: 850.000.00

CONSULTANT
ESTIMATES

Total Difference  Hrs/Unit

Survey
Reconmaissance

1 Control - fesisting)

3 Drainsge - (snk holes stresms, pipes, etc)

Estimate Wortsheet | oty Dusign

2 200000 100,00 400,00000 00.00 40000000 Q00 0000 40000000
3 00000 . 45000000 000 e 45000000
Estimates

Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH

P
oF

©

Consuitam Totats: 150,90.00
KT Totsh: 850.000.00
Megotiated Totak: 850,440.00

e

CONSULTANT
ESTIMATES

Survey
[———

1 Commnl - (eesting]

z *] 200000 10000

45000000 000 5000

7] smaoo  soc

Draimage « fsink holes.streams, pipes, #22)

Are you sure you want to offer the
negotiated amounts? Once
offered, the production hour
worksheet will be visible to the
consultant, LE, and PM.
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o History

=  The KYTC PSA can select “History” from fly-out to view a timestamp of submission

including the user name.

o Back

= The KYTC PSA can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH
Estimate Worksheet | gy Design
© & O, © ©




20.4.7 Modification Estimates — Accept Negotiated Amounts

The final step in the Estimation process is for the Primary Consultant Project Manager to accept the
Negotiated Amounts. If Primary Consultant does NOT accept the Negotiated Offer, they can contact
Professional Services outside of the system for Negotiation Discussions.

Note: A KYTC PSA role may accept Negotiated Amount on behalf of the Consultant.

Accept Negotiated Amounts:

The Consultant user can navigate to the Estimate worksheet to view the “Negotiated Amounts
Acceptance” step (view only).
The Consultant user can see the “Agreed Units”, “Consultant” and “Offered” columns.
The Consultant user can view the "Agreed Units", "Consultant Estimates”, "KYTC Estimates",
"Difference" and "Negotiated Amounts" only once the "Negotiated Amounts are accepted.

o User should NOT see the far-right calculated fields (Only PSAs should see this).
The Consultant user can expand the fly-out on the right side of the page to see the following

options:

o Accept Negotiated Amounts
= The Consultant user can select the “Accept Negotiated Amounts” option to accept
the negotiated amounts.

o Estimate Totals

The Consultant user should see a confirmation box - "Are you sure you want
to accept the Negotiated Amounts? Once Negotiated Amounts are
accepted, the Production-Hour Worksheet may NOT be edited.”

Once Negotiated Amounts are accepted, the “Offered” header should
change to read “Negotiated”.

Once Negotiated Amount are accepted, the assigned Consultant can view
the "Agreed Units", "Consultant Estimates", "KYTC Estimates", "Difference"
and "Negotiated Amounts".

The Consultant user should NOT see the far-right calculated fields (Only
PSAs should see this).

The Consultant user shall NOT be able to edit any field on this page after
“Negotiated Amounts” are accepted.

= The Consultant user can select the “Estimate Totals” option that shall display the
Production Hour Summary for the Estimate Worksheet:

o History

Category
Consultant Total
KYTC Total
Negotiated Total

= The Consultant user can select “History” from fly-out to view a timestamp of
submission including the user name.

JASON LANDES (KYTC)
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o Back
= The Consultant user can select “Back” to return to Contract screen.

Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH

Estimite Workshoet | sy Design

Comsubtant Total: §50,000.00
KYTC Totals: 850,000.00
Megotiated Totals: 850,000.00

Survey
Reconnaissance:
1 Control - [esisting) 200000 50 10000 40000000 000 10000 40000000
Orainage - sink holes streams. pipes etz Y] 300000 5000 45000000 5000 45000000 000 5000 45000000
Estimates
Project Specific Contract
9-132 | Greenup | KY-2 | Modification - 1
Strand Associates, Inc. ¢/o PEH
Rstimate Werksheet
) O O
o or ot

Consultamt Totalks BS0.000.00
KYTC Totake B50,000.00
Megatiated Totaks 50.000.00

Survey
Reconssissance
Conirol - fexting) ] 200000 10000  AODCOS0 1000 40000000 003 0000 40900000
ooao0 a0 asno00n0 5000000

Draimage - {snk holes. steasms, pipes, e1c)

Are you sure you want to accept

the negotiated amounts? Once
accepted, the production hour
worksheet may not be edited.

20.5 Project Specific Contract Modification Document Approval

The Project Specific Contract Modification document approval process allows for electronic signatures
(e-signatures) within the PSR2 application. Both Consultant and KYTC approvers will be sent email
notifications requesting that their approval / e-signature is required on the given contract modification.
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Upon receipt of all required e-signatures, the Professional Services group will create the Notice to
Proceed document for the Contract Modification.

20.5.1 Create Draft Project Specific Contract Modification Document
Contract Modification Document Approval — Create Draft Contract (Professional Services Admin):

e Upon acceptance of the “Negotiated Amounts” Estimates step, the KYTC Professional Services
Admin (PSA) will create a draft Contract Modification document and begin the Contract Modification
document approval process.

o The KYTC PSA will select the “Contract” option from the “Documents” tab within the Project Specific
Contract Modification screen.

e Upon creation of draft Contract Modification document, the KYTC PSA or Primary Consultant Project
Manager shall select the “Modification Approval” option that will navigate the user to the “Contract
Mod Approval” screen to begin the approval process.

@ Documents

=+ Upload Document

Contract

@ Documents

=+ Upload Document

Modified Modified

Name Date By Content Type
ContractModification- 8/20/2019 Landes,  ContractModification Edit [] ([VEN Ry,
10L-05-2.docx Jason

(KYTC)

20.5.2 Approve Draft Contract Modification Document
e Upon selection of the “Modification Approval” option in the “Documents” tab within the Project
Specific Contract Modification screen, the user is navigated to the “Contract Mod Approval” screen.

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
ate: 8/29/2019

eec: 1/22/2020

Associates, Inc. ¢/o PEH

0, © © © © © ©

PROFESSIONAL CONSULTANT ASHE SHE SECRETARY DRAFT NOTICE NOTICE TO PROCEED
SERVICES APPROVAL E-SIGNATURE E-SIGNATURE £-SIGNATURE E-SIGNATURE T0 PROCEED APPROVED

®

Bulletin ID Project Description Approval Status Status Date Negotiated Fee

10L-05 9-62 | CARTER | 1-64 | Right of Way. Contract Creation N/A 0 View Contract
Edit Contract

]
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The user begins the Contract Modification document approval process by selecting the “Send Draft
Contract for Approval” option within the fly-out on the right side of the page.
o PSR2 system sends an email approval request to the KYTC Professional Services Admin.

Contract Mod Approval

ion: 9-62 | CARTER | 1-64 | Right of Way | Madification - 1

B Send Draft Contract for Approval
D Histoy

# Back

Bulletin ID Project Deseription Approval Status Status Date Negotiated Fee

Are you sure you want to send this *
contract for approval?

Comment:

Cancel Save

Upon receipt of the email approval request, the KYTC PSA selects a link that navigates them to
“Contract Mod Approval” screen.
The KYTC PSA user shall review the draft Contract Modification document and make necessary edits.
During review, the KYTC PSA user may select one of the following options within the fly-out on the
right side of the page.
o Approve Contract
o Approve Contract with changes
o Decline Contract
Upon approval of the draft Contract Modification, the KYTC PSA user selects the “Approve Contract”
option to begin the Contract Modification e-Signature process.
o PSR2 system sends an email approval request to the following:
=  Primary Consultant Project Manager
= KYTC Assistant State Highway Engineer (ASHE)
= KYTC State Highway Engineer (SHE)
= KYTC Secretary

. _________________________________________________________________________________________________|
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Contract Mod Approval

B Approve Contract

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1

Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 1B Approve Contract with Changes
Consultant Firm: Strand Associates, Inc. ¢/o PEH
4 Decline Contract
D Histor
e ) ) () ) D History
A\ O O O
CONTRACT (CONSULTANT ASHE SHE SECRETARY DRAFT NOTICE <
CREATED E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE 0 PROCEED

Negotiated Fee

Bulletin ID  Project Description Approval Status

View Contract

9-62 | CARTER | 1-64| Right of Way  Pending Professional Services Approval ~ 8/29/2019 - Jason Landes 0
Edit Contract

1005

Are you sure you want to send this *
contract for e-Signatures?
Comment:
y:
Cancel Save

Upon receipt of the email approval request, the given user selects a link that navigates them to

“Contract Mod Approval” screen.
o The requested approver shall see the following options within the fly-out on the right side of

the page:
= e-Sign Contract
= Approve Contract with changes
= Decline Contract
o Contract Modification approvals are done simultaneously
o A Project Specific Contract Modification is considered approved once all of the required e-

Signatures are captured by the PSR2 application.

Contract Mod Approval

Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Craation Date: 8/20/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

0O) (3 P Py 0o
S 2 B B x x
C 7 A o/ A\
conTRACT PROFESSIONAL CONSULTANT DRAFT NOTICE NOTICE T0 PROCEED
CREATED SERVICES APPROVAL O PROCEED APPROVED.

Negotiated Fee

Approval Status Status Date.

Bulletin D Project Description

View Contract

Pending e-Signatures  8/28/2019 - Jason Landes o
Edit Contract

10L-05 9-62 | CARTER | 1-64 | Right of Way
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Contract Mod Approval

Contract awaiting e-Signatur

Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1 B eSign Contract
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 B Approve Contract with Changes

Consuant Firm: Strand Associates, Inc. c/o PEH
A Dedine Contract

G () D History
7
. 4 Back
contracr PROFESSIONAL ORAFT NoTICE
[ SeRVICES APPROVAL o pRocEED
Approval Status. Status Date.
10L-05 962 | CARTER | 1-64 | Right of Way Pending e-Signatures 8/20/2010 - Jason Landes 0 View Contract
Edit Contract
Are you sure you want to sign this *
Comment:
C | S
ancel Save
Contract Mod Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
(Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
(Consultant Firm: Strand Associates, Inc. c/o PEH
() )
G 2 0
C 7 7 7
contract ProFESSIONAL consuLTANT oRAFT NoTICE NOTICE o PROCEED
ene SERVICES APPROVAL e sonaTURe 10 prOCEED APPROVED
o Lwoes
8/29/2013)
Bullet Approval Status Status Date.
10L-05 9-62 | CARTER | I-64 | Right of Way Pending e-Signatures. 8/29/2019 - Jason Landes o View Contract
Edit Contract
Contract Mod Approval
Project Description: 9-62 | CARTER | I-64 | Right of Way | Modification - 1
Contract Creatien Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. /o PEH
) ) (=)
S S o G
C 7 7 7 7
contract PROFESSIONAL consuLTANT rsre DRarT NOTICE NOTICE T RO
[ SERVICES APPROVAL £ scnATURE e souATURE To pRoCeED AoPROVED

(1 LANDES (. LANDES
8/2972019) 8/2972019)

Bul

Project Description Approval Status Status Date. Negotiated Fee

10L-05 9-62 | CARTER | 1-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes o View Contract
Edit Contract
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Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. c/o PEH

G 0O) 0O) 0O) 0O) ) o
A o/ A\ A\ A\

CONTRAGT PROFESSIONAL CONSULTANT SECRETARY DRAFT NOTICE NOTIGE T0 PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED APPROVED

(1. LANDES (1 LANDES (1. LANDES

8/29/2018) 8/2972019) 8/20/2018)

Approval Status Status Date.
10L-05 9-62 | CARTER | 1-64 | Right of Way Pending e-Signatures  8/29/2019 - Jason Landes [ View Contract

Edit Contract

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
(Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. c/o PEH

e ) () () ) O
S 7
CONTRACT PROFESSIONAL CONSULTANT AsHE SHE SECRETARY DRAFT NOTICE NOTICE T0 PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE To PROCEED APPROVED
(1. LANDES 0.LANDES 0. LANDES (. LANDES
8/20/2015) 8/29/2019) 8/29/2019) 8/29/2019)

tatus Status Date

Project Descript Appror

10L-05 9-62 | CARTER | 1-64 | Right of Way Notice To Proceed Sent ~ 8/29/2019 - Jason Landes 0 View Contract
Edit Contract
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s

ASHE
SIGMAT

of Way

-RAMP ||

Event
Fee Proposal

Department Estimate Received
Contract Negotiations

Contract Written

Consultant =-Signaturs

Project Manager/LE e-Signature
ASHE e-Signature

SHE e-Signaturs

Secretary e-Signature

Motice to Proceed

Schedule

Schedule Date Completed Date Difference @
09/02/2019 108/29/2019 -2
09,/04/2019 08/20/2019 -z
10/02/2019 08/29/2019 =20
1040972019 08/29/2019 -5
1042572019 08/20/2019 -12
10/25/2019 108/20/2019 -12
1042572019 08/20/2019 -12
1042572019 08/20/2019 -12
10/25/2019 108/20/2019 -12
11,/01/2019 08/20/2019 -5

Procurement Duration: 0 Difference: -46 Days
Days

20.5.3 Create Draft Notice to Proceed Document
Contract Modification Document Approval — Create Draft Notice to Proceed (KYTC PSA)

e Once all required contract e-Signatures are captured, the Notice to Proceed document can be
created that indicates that the Primary Consultant firm can begin work on the contract.

o The KYTC Professional Services Admin shall generate the draft Notice to Proceed document

o KYTC PSA user selection of the “Notice to Proceed” option under the “Create” dropdown within the
“Documents” tab shall generate the draft Notice to Proceed document.

e Upon selection of the “Send Notice to Proceed for Approval” fly-out option on the right side of the
“Contract Approval” screen, an email notification is sent to the KYTC Professional Services Director
to review the draft Notice to Proceed document.

@ Documents

+ Create ¥ | = Upload Document

odified Modified
ate By Content Type

Notice To Proceed  ¥23/2019 Landes,  ContractModification Edit [T (VI ARy
S Jason

(K¥TC)

Contract

. _________________________________________________________________________________________________|
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Contract Mod Approval

Projact Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020

Consultant Firm: Strand Associates, Inc. /o PEH

0O) 0O) 0O) 0O) 0O) o
G ¥ S S v 3 X
C I I I \J \J
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY NOTICE TO PROCEED
creaTD SERVICES APPROVAL ESIGNATURE ESIGNATURE ESIGNATURE ESIGNATURE APPROVED
(). LANDES ). LANDES (4. LANDES (). LANDES
612912019) 812372019 8/2972019) 6/2912019)
BulletinD  Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed 8/29/2019 - Jason Landes 0 View Contract
Edit Contract

Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 8 Send Notice to Proceed For Approval
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020 & Decline Contract
Consultant Firm: Strand Associates, Inc. c/o PEH
D History
0O) 0O) 0O) 0O) 0O € Back
© © O © O ©
conTRACT PROFESSIONAL ConsuLTANT AsHe st SECRETARY 0 . E—
crexteD SERVICES APPROVAL £ SGNATURE £ siGNaTURE £ sionATURE £ SGNATURE T APPROVED
(). LANDES. (). LANDES (). LANDES (). LANDES
s2812019) wr29/2019) e orevz019)
BulletinID  Project Description Approval Status. Status Date Negotiated Fee
10L-05 0-62 | CARTER | I-64 | Right of Way Draft Notice To Proceed 8/29/2019 - Jason Landes 0 View Contract
Edit Contract
Are you sure you want to send the x
Comment:
rd
Cancel Save

20.5.4 Approve Draft Notice to Proceed Document
Contract Modification Document Approval — Approve Notice to Proceed (KYTC PSA Director)

e Upon receipt of the email approval request, the KYTC Professional Services Director shall select a
link that navigates them to “Contract Approval” screen.

e The KYTC Professional Services Director shall review / approve the draft Notice to Proceed
document.

e Upon approval of the Notice to Proceed document, the Professional Services Director shall select
the “Send Notice to Proceed Notification” fly-out option on the right side of the “Contract Approval”
screen to send an email notification to the following:

o Prime Consultant Project Manager
o KYTC Project Manager

o KYTC Location Engineer

o KYTC Professional Services Admin

. _________________________________________________________________________________________________|
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e Receipt of this email notification shall indicate that the Primary Consultant firm can begin work on
the Project Specific Contract.
@ Documents
= Upload Document
Modified Modified
Date By Content Type
MoticeToProcesd-10L- £/29/2019 Landes,  NoticeToProceed  Edit D
05-2.doex Jason
(KYTC)
ContractModification-  8/29/2019 Landes, ContractModification Edit u Modification Approval
10L-05-2 docx Jason
[KYTC)
Contract Mod Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019
Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Associates, Inc. ¢/o PEH
() () () L) L) {)
© © © © © © ©
conTRacT #ROFESSIONAL consuLTaNT st she secReTary DRAFT NoTICE
createn SERUICES APPROVAL £ SIGNATURE £ SIGNATURE £ SeNATURE £ SIonATURE TopROCEED
(1 LANDES (). LANDES {J.LANDES (). LANDES
ssn0ts) s/2812079) 572972019 s/2912019)
BulletinID  Project Description Approval Status Status Date. Negotiated Fee
10L-05 9-62 | CARTER | I-64 | Right of Way  Notice To Proceed Pending Approval  8/29/2019 - Jason Landes O View Contract
Edit Contract
Contract Mod Approval
Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1 B Send Notice To Proceed Notification
Contract Creation Date: 8/29/2019
Estimated Naotice To Proceed: 1/22/2020 A Dedine Contract
Consultant Firm: Strand Associates, Inc. ¢/o PEH
D History
0O) 0O 0O 0O € Back
© 9, 9 9 Y
conTaacr PROFESSIONAL ConsuTANT Ao secReTaRy DRAFT NoTICE
crexren SeRuICES APPROVAL £ siGnATURE ESIGNATURE E-SIGNATURE 7o proceeD
(). LANDES (J. LANDES (). LANDES (). LANDES
s2sr2019) asi201) ar2912019) sr2sr2019)

Bulletin D Project Description Approval Status Status Date Negotiated Fee
10L-05 9-62 | CARTER | 1-64 | Right of Way  Notice To Proceed Pending Approval  8/29/2010 - Jason Landes 0 View Contract
Edit Contract
Are you sure you want to send the x

Notice To Proceed?

Comment:

e [
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Contract Mod Approval

Project Description: 9-62 | CARTER | 1-64 | Right of Way | Modification - 1
Contract Creation Date: 8/29/2019

Estimated Notice To Proceed: 1/22/2020
Consultant Firm: Strand Asseciates, Inc. ¢/o PEH

0O\ O) 9
A4 A4 A ~S NS
CONTRACT PROFESSIONAL CONSULTANT ASHE SHE SECRETARY DRAFT NOTICE NOTICE TO PROCEED
CREATED SERVICES APPROVAL E-SIGNATURE E-SIGNATURE E-SIGNATURE E-SIGNATURE TO PROCEED APPROVED
(/. LANDES (). LANDES (. LANDES (). LANDES
£/29/2019) 8/29/2019) 8/29/2019) 8/29/2019)

10L-05

Approval Status

Status Date

Negotiated Fee
9-62 | CARTER | 1-64 | Right of Way Notice To Proceed Sent 8/29/2019 - Jason Landes o View Contract

Edit Contract

1
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